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For pictures of “Y and E” steel 
office equipment, write for book- 
let No. 4002-487. There is a “Y 
and E” representative in your 
community. Call him for help in 
planning an effective office. 
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“This man knows how to work” 


‘Joe Martin had called on me several times asking for some of our business. 
Today I called on him to see what sort of an outfit he had. I was impressed. 
His office had an air of quiet efficiency. It was pleasant to look at too. 
This man knows how to work . . . how to get things done,” I thought 

Joe's office helped him make a sale that day—it will help him many 
more times because, like a well made suit, it shows Joe at his best. 

Your office can help you to greater success—if you plan it with care. 
“Y and E” office equipment is designed and made to fit an office that 
expresses success. It is efficient to use and pleasant to look at. 


' Also Makers of Quality Filing Systems and Supplies 
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@ The spate of paper work flowing across 
desks and through the mails constitutes 
an important part of the insurance busi- 
ness. To produce this volume efficiently 
and economically ...and with push-button 
convenience .. . United Insurance Com- 
pany, Chicago, Illinois, uses the Aupo- 
GRAPH Soundwriting System. 

“We have substantially reduced the 
cost of dictation and transcription by 
utilizing machine dictation. Since stand- 
ardizing on AUDOGRAPH equipment, how- 
ever,” says Mr. G. Blair Hiser, Vice- 
President and General Attorney of United 
Insurance Co., “we have increased our effi- 
ciency and output by about 20% over pre- 
viously used types of dictating machines!” 


b» 


‘A UJ D 0 f R A PH soundwriting increased our output 
by about 20% over previous dictation equipment!” says 
UNITED INSURANCE COMPANY, Chicago, Ill. 


Dictation is EASIER 


@ Increased office output, increased personal effi- 
ciency are the most important contributions to your 
business that could be made at any time. Write 
today for full details on Aupocrapu Electronic 
Soundwriting and the efficient correspondence- and 
message-handling system it makes possible. 

Made by The Gray Manufacturing Company— 
established 189]— originators of the Telephone Pay 
Station. 


with AUDOGRAPH 


ify 
OGRAPH = 


AUDOGRAPH sales and service in 180 principal THE GRAY MANUFACTURING COMPANY, HARTFORD 1, CONNECTICUT 


cities of the U. S. See your Classified Telephone 
Directory—under ‘“Dictating Machines.” Canada: 
Northern Electric Company, Ltd., sole authorized 
agents for the Dominion. Overseas: Westrex Cor- 
poration (export affiliate of Western Electric Com- 
pany) in 35 foreign countries. 


TRADE MARK “AUDOGRAPH™ REG. U. S, PAT. OFF. 
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Countless users 
the, world over 
prefer 


@ When you buy ACE Stapling Equipment you get the CROSS SECTIONS SHOW HOW 


finest that money can buy. It is the leader, today, as it has 
been for more than twenty years. Ace Staplers are built 
to last a lifetime . . produced with a degree of skill and 
watch-like precision which assures those smooth, reliable 


operating qualities so greatly appreciated by users the 
world over. 


ACE STAPLES ARE MADE 


To get maximum results from your Ace Staplers, be sure 
to use ACE Staples. Ace Engineers have developed a special 
process which gives Ace Staples extra strength as well as 
superior operating satisfaction. 


VISIT YOUR LOCAL STATIONER .. have him demonstrate 


° e ° FIG.1. shows crost section of FIG.2. shows the ALL- 
the ACE Line of finer Staples and Stapling Equipment. ok AEE dad Give. ROUND wire after being 
Ace uses only premium treated by the ACE 
SOLD ONLY THROUGH DEALERS made, accurately drawn-to- PROCESS. This gives 
size steel wire. moximum strength on the 
outer edge where it is 

most needed. 


ACE PILOT ACE STANDARD ACE scouT-~ ACE CLIPPER ACE STAPLES ACE STAPLE 
REMOVER 


WORLDS 
FINEST 
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IN CANADA e@ ACE FASTENER (CANADA) LTD., 1 NOTRE DAME ST. 
4 OFFICE MANAGEMENT AND EQUIPMENT 


, WEST, MONTREAL 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


Among the Trees 


@ LONG BEFORE the atom bomb 
turned up to spur talk of decentraliza- 
tion of the buildings of business and 
industry, offices were beginning to 
move away from congested city areas 
to suburban or even rural locations. 
Present emphasis on decentralization 
will undoubtedly lead to removal of a 
number of business offices from target 
areas. But a trend that continues 
strong and is likely to be the main 
trend of the future, in this particular 
phase of business development, is that 
of locating new offices in the outlying 
sections of big cities or in their sub- 
urbs. 


Removal to distant areas often 
causes severe dislocation of routines 
and procedures and of personnel or- 
ganization. But the office structures 
which are in increasing number being 
built around urban perimeters have 
the big advantage of keeping the office 
in its former zone of operation and 
at the same time making for better 
air, lighting, travel conditions and 
working environment generally. 


Member of Audit 
Bureau of Circulations 
Member of 
Associated Business Publications 


M. A. Geyer, President; Donald McAllister, 
Vice-President and General Manager; Thomas 
V. Murphy, Editor; Hugh Ward, Advertising Di- 
rector; John M. Smythe, Mid-West Manager; 
Heskett K. Darby, Raffaela Pastore, Alistair P. 
Masson, Associate Editors. 

Advertising Staff, New York: Jas. E. Neary, Jr., 
Eastern Manager; Fred Steinhilber, William H. 
Hasbrouck, Jr., Charles B. Rosengren, Bernard 
E. Neary, Circulation: M. T. Weeks, Manager. 
Production Department: James V. Quirk, a 
ager; Milton Sharon. Art Director: Joseph 
Hochfeld. 


“ae 


Tools of the Office ...... 


This month—executive 


Branch Offices: Boston 16, 471 Statler Bldg. 
(Liberty 2-9677), Meade & Co., E. P. Meade, 
Mgr., A. C. Kretschmar; Chicago 1, 228 North 
LaSalle St. (State 2-2911), John M. Smythe, 
Tom Bulger, Earl J. Lasworth; Los Angeles 5, 
2506 W. 8th St. (Dunkirk 7-6149), Chris Dun- 
kle & Associates; Editorial Representative: J. 
Richard Iander; San Francisco 5, 681 Market 
Street (Douglas 2-2597), Alexander Rattray; St. 
Louis 1, 411 North Tenth St. (Chestnut 1965), 
James R. Wright; Dallas 6, 5241 Bonita Avenue 
(Taylor 0883), Francis Burt; Denver 3, 1118 
Washington St. (Main 8355), Ray Thierer. 
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In this Issue 


Wartime Systems and Procedures .............++-- 30 
By Joseph G. Nagro 4 

Forms Control and Office Routines ..........---+++- 32 
By C. F. Bove , 

Developing Executives at American Brake Shoe ...... 36 
By Grace Buckley 

Recent Trends in Employee Training ..... . ventana ee 
By Jules M. Graubard 

Integration of Payroll Taxes .......-..---++++ ooo & 
By Wayland S. Bowser 

New Things in the News .........-..++++: vewenes 45 

49 


desks and chairs, office safes, 


check devices, office supply cabinets 


* 


Published monthly by 
ANDREW GEYER, INC. 
212 Fifth Avenue, New York 10 


Murray Hill 9-4411 


Established 1877 


Subscription: $3 a year in United States and ite 
possessions, Canada, Centra] and South America. 
Other countries, $5 a year ($9, two years). 
Single copies, 35c. Copyright 1951 by Andrew 
Geyer, Inc.; all rights reserved. Also publisher 
of Geyer’s Topics, Who Makes It and Where, 
The Gift and Art Buyer, and Sports Age. 
Please give sixty days’ notification of any change 
of your address. 

Entered as second class matter September 20, 
1946, at Post Office, New York, under the Ace 
of March 3, 1879. 
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BOOKS AND PAMPHLETS 


The American Management Asso- 
ciation, 330 West 42nd St., New York, 
is currently making available to its 
members and to non-members as well, 
two new handbooks, the AMA Hand- 
book of Wage and Salary Administra- 
tion, and a Handbook of Personnel 
Forms and Records, Research Report 
No. 16. 

The volume on wage and salary, 
edited by M. Joseph Dooher and 
Vivienne Marquis, is an integrated 
compilation of the best material on 
wage and salary administration that 
the Association has published, rep- 
resenting in its 416 pages, the work 
of leading authorities in the field. It 
contains, in addition, new AMA 
search material on wage 


re- 
surveys, 


union contract provisions covering 
office salary administration, job evalu- 
ation forms, as well as an up-to-date 
bibliography. 

Of particular importance to indus- 
try in the present mobilization period, 
the book provides a balanced treat- 
ment of all the major types of job 
evaluation plans, together with case 
accounts of their use and adaptations 
to meet special problems in large and 
small companies. 

The 34 chapters of the Handbook 
cover such subjects as: techniques of 
the wage survey; case histories in 
wage and salary administration; com- 
pensation methods for salaried jobs; 
supervisory and executive salary ad- 
ministration; joint labor-management 


Commercial Controls All-Purpose Postal Scale (30 Lb. Cap.) 


eae 


You'll Save Postage Dollars with 


PRECISION CC SCALES! 


OMMERCIAL ConTROLS Precision Scales 
are now available with the new air 
mail rates, effective November 1. 1950. 
Be sure your scale is up-to-date. Be sure 
it’s Commercial Controls. 

The CC All-Purpose Postal Scale 
shown above gives instant, exact com- 
putation of postage on first class, air 
mail, third class, surface and air parcel 
post, and book rate on weights up to 30 
pounds for all domestic zones. Packages 
or correspondence slide easily from any 
direction onto its rugged platform. Wide- 
view chart lights up automatically, snaps 
into position, is read easily through a 
magnifying lens. 


PARCEL POST SCALE (70 LB. CAPACITY) 
This precision unit gives instant, exact 
computation of surface and air parcel 
post, third class and book rate postage on 
weights up to 70 pounds. 


COMMERCIAL CONTROLS LETTER SCALE 


Weighs and _indi- 
cates exact postage 
on all classes of 
mail. Patented V- 
type platter holds 
envelopes, packages 
and round mailing 
tubes. Two capac- 
ities: 20 ounces and 
3 pounds. 


COMMERCIAL CONTROLS CORPORATION, 1 Leighton Ave., Rochester 2, N. Y. 
0 Please send me complete information on CC Precision Scales. 
() Please have your representative call. 

© Send your free wall chart of new air postal rates. 
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job evaluation; methods for keeping 
wage programs up to date, and results 
of recent research into simplified wage 
administration. This volume is priced 
at $7.50 per copy ($5 to AMA mem- 
bers). 

In the second volume published by 
the American Management Associa- 
tion, one dealing with personnel forms 
and records, more than 150 of the 227 
pages are devoted to reproductions of 
carefully selected forms currently in 
use in representative companies. The 
accompanying analytical reading mat- 
ter emphasizes the content of each 
type of form, bringing out the ob- 
jectives of the particular personnel 
activity and the underlying principles 
governing its administration. Thus 
the volume, edited by Eileen Ahern, 
provides a broad-gauge frame of refer- 


ence within which executives may 
examine the functions of the forms 
illustrated, and pre-test new forms 


which they themselves may draft. 

Research for this report has been 
based in part on analysis of forms 
companies have exhibited in AMA’s 
personnel workshop held in conjunc- 
tion with the Association’s personnel 
conferences. The opportunity thus 
afforded personnel executives to 
examine forms from over 1,000 com- 
panies led to numerous requests for 
sample copies that could be kept at 
hand while companies were developing 
or modifying their records. 

In response to this demand _ for 
permanent reference material, this 
handbook was prepared with the co- 
operation of a large group of com- 
panies whose forms are reproduced. 
This volume is priced at $3.50 ($2.50 
to AMA members). 

Both books can be obtained by con- 
tacting the Association at the address 
given at the beginning of this review. 


The Institute of Economic Affairs, 
New York University, 32 Broadway, 
New York, is publishing an interest- 
ing magazine called Popular Eco- 
nomics, one which attempts to explain 
the workings of the American econo- 
my to the public. 

Written and edited in a simple, at- 
tractive, and informative manner, this 
monthly publication is made possible 
through a grant of the Alfred P. Sloan 
Foundation. Each month, the editors 
will examine some special phase of 
our economic system, and each issue 


will contain other shorter features 
which are of general interest to 
everyone. 


Copies of Popular Economics, up to 
100, may be obtained free of charge 
by business and industrial concerns 
who wish to test the publication in 


their industrial relations programs. 
Rates for bulk orders may be had 
upon inquiry at the address given 
above. 
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See, it opens 
just like 
a book 


The Mechanized Filing Equipment 


| a on payload, or usable filing 
capacity, Super-Filer costs 10 to 15% 
less than conventional first grade files. In 
addition it saves time, effort and money 
every day it is in use. 


This five-drawer Super-Filer is today’s 
most modern, most mechanized filing 
cabinet. It frequently pays for itself in a 
short period of time and since it lasts 
indefinitely it will go on reducing your 
filing costs for many years to come. The 
GF Super-Filer has been time tested, 
fully proved and progressively improved. 
What it has done for others it can do 
for you. 


Our nearest branch or dealer will be 
glad to survey your filing requirements 


January, 1951 


or put a Super-Filer on trial for 10 days 
without cost or obligation. 

Let us send you a free booklet illus- 
trating and describing completely the 
features of this outstanding Mechanized 
Filing Equipment. Write The General 
Fireproofing Company, Dept. M-25, 
Youngstown 1, Ohio. 


GENERAL 
FIREPROOFING 


Foremost in Metal Business Furniture 


DEALERS THROUGHOUT THE WORLD 


© GF Co. 1960 


Super-Filer’s low operating cost 
and greater filing capacity per 


drawer are based on its unique 
patented construction—the 
“Swing Front”. Here’s how the 
Super-Filer works. 


1. A light pull swings the drawer 
front out, releasing compression 
and providing working space, at 
the same time that the drawer 
glides smoothly out of the cabinet. 


2. Operator locates any guide or 
folder in the drawer at a glance 
and instantly parts the drawer 


contents like a book, 


3. This parting motion locks the 
front throwback compressor to the 
drawer head, forming a supported 
wide-angle spread, so the operator 
can file, find or even read any 
record direct without removing it. 


4. In closing, a light push against 
the drawer front releases the front 
throwback plate which again ap- 
plies mechanical compression as 
the drawer glides smoothly back 
into the Super-Filer cabinet and 
is safely latched. 


5. Self-adjusting Divide-a-Files, 
spaced evenly in the drawer, break 
up the drawer load, keep contents 
slanted rearward for easy reading 
and help to maintain compression. 
They are automatically self-spac- 
ing and self-locking. 


Super-Filer is made in 2-, 3-, 
4- and 5-drawer heights. in 
standard widths. Also available 
are substitute drawers, cross- 
trays, inserts and partitions 
to adapt Super-Filer for hous- 
ing practically any type and 
size of office record or material 
needing permanent protection. 


You must see how the GF Super-Filer works to 
appreciate how greatly it simplifies filing and 
how much floor space, time and effort it can 
save. Your local GF dealer or branch is always 
ready to demonstrate Super-Filer, put one on 
t-ialyor survey your filing requirements. 
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MTPL-60 CRESTLINE Secretarial Desk 


SECURITY STEEL EQUIPMENT CORP. 
AVENEL, NE W seesuy 


And he’s probably listening, but we don’t mind. You see, 
our Purchasing Agent just outfitted the whole office with 
Security CRESTLINE Desks. They make working a breeze 
and our office looks beautiful, too. And if you are the P.A.’s 


secretary why not drop this ad on his desk as a gentle hint. 


CATALOGS 


A brochure describing a new, 3-di- 
mensional plant layout kit is available 
from the “Visual” Planning Equip- 
ment Co., Inc., Pennsylvania & River, 
Oakmont (Allegheny County), Pa. 
Designed to demonstrate the values 
obtained from this dimension, the kit 
will not plan a specific plant, but will 
enable the user to test the merit of 
this type of planning before accepting 
or rejecting its values. 

The 200-piece kit of machines, 
benches, trucks, conveyors, material- 
handling equipment, and office equip- 
ment comes with a 12 x 18-inch Lucite 
planning board, columns, and layout 
tape. It is priced at $97.50, F. O. B. 
Oakmont. 


A new 4-color folder that illustrates 
and fully describes its complete line of 
parcel post, all-purpose, and letter 
scales, is offered by Commercial Con- 
trols Corp., 1 Leighton Ave., Roches- 
ter, N. Y. It is without charge. 


Pace College, 225 Broadway, New 
York, has available to those interest- 
ed, a 35-page bulletin which describes 
afternoon, evening, and Saturday class 
schedules of adult studies for the 
Spring term of 1951. These include 
business management and administra- 
tion; taxation and finance; account- 
ancy and many others. 

The bulletin is available from the 
College direct. Specify bulletin No. 3, 
Volume 23. 


NYU EXPANDS SYSTEMS 
PROGRAM 


New York University will expand 
its Systems and Procedures Institute 
in the Spring term beginning Febru- 
ary 5th, it is announced. The pro- 
gram will consist of six courses. New 
courses include “Workshop in Organ- 
ization Planning and Analysis” and 
“Cost Reduction Through Mechan- 
ized Office Procedures.” 

The former consists of fifteen two- 
hour weekly evening seminars de- 
signed to train present and potential 
supervisors and executives in the tech- 
niques and theories for business or- 
ganization. Planning requirements at 
the administrative, management, and 
operating levels will be discussed. 


The cost reduction program is de- 
signed for executives, supervisors, 
office managers, and staff personnel in 
the field of office management and 
systems work. 

Further information on these pro- 
grams can be obtained from Denis 
Sinclair Philipps, executive secretary, 
Management Institute, New York 
University, 1 Washington Square, 
North, New York. 
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HERE IS A NEW DESK INK CON. 
TAINER that remarkably improves 
fountain pen performance. 


This new container—Sanford’s 
Penit Bottle—is the size bottle that 
fits in the desk and holds just the 
amount of ink you need and can keep 
fresh. It maintains fountain pens at 
peak performance because it always 
provides fresh ink—not ink that may 
clog up or even ruin your pen be- 
cause it has been dangerously thick- 
ened from frequent exposure to air. 


You equip your office force with 
these handy bottles holding %4 of an 
ounce of fresh ink. Then refill those 
bottles with the large size Penit bottle 
that holds one Fifth and is designed 
with smaller diameter so office girls 
can easily handle and pour from it. 


Throw away old. air-thickened ink 
today. Write us on your letterhead 
and we'll immediately ship you three 
Penit Bottles absolutely FREE. Your 
executives will want to try Penit, so 
we recommend that you pass these 
bottles along to them. When writing, 
be sure to specify color preference. 


Tests show that only 2 out of 6 leading 
brands of blue-black ink are permanent when 
exposed to time, light or moisture. 


Be sure to specify 


BLUE-BLACK 
when you want a PERMANENT ink 


@ SANFORD INK COMPANY, Bellwood, Illinois © New York: 500 Fifth Avenue 
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> Try New 100,000-Word 
Pont Bottle at Our Expense 


ACCEPT 3 BOTTLES 
= NO CHARGE 


This amazing offer made solely to 
induce you to try the bottle that 
holds ALL THE INK OFFICE 

WORKERS CAN KEEP 


Comes in 9 OPP OO? 


€ (90% of all fountain pen troubles* 


are due to air-thickened ink ...99% 


say FOUNTAIN PEN AUTHORITIES 


FRESH 


Office Managers! Purchasing Agents! 


Write on your business letterhead to- 
day and receive 3 desk-size bottles of 


Penit Fountain Pen Ink FREE! 


Violet ¢ Green 
Cardinal Red 
Washable Blue 
Royal Blue « Black 
Blue-Black « Brown 
DuBonnet 


Specify color preference. 
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"This new Accounting Machine 
is as modern as 
our newest planes." 
| 


American Airlines. says: “The six Na- 
tional Accounting Machines we recently pur- 
chased from you have saved us about $2,500 a 
month—or $30,000 a year. 

“We find them as modern for today’s account- 
ing as our latest planes are for today’s flying. 
Our improved billing is much appreciated by 
our customers. Collection efficiency has been 
increased. 

“When first installed we figured this National 
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equipment would pay for itself in two years. But 
at the present rate of saving, it will pay for itself 
in less than a year. 

“In these days getting more work done better 
and faster . . . and at lower cost . . . is quite an 
achievement. We thank you and your repre- 
sentative for a fine job, splendidly done.” 


am fig Vice President and Treasurer 
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THE NEW “CLASS 31” MULTIPLE-DUTY NATIONAL ACCOUNTING MACHINE 


is the last word in mechanized accounting. 
Never before has one accounting machine 
combined so many time-and-money-saving 
features. Among its many advantages are: 
1. Automatic selection and control of 
more than 70 functions by arrangement of 
posting control bars. 2. Simultaneously 
adds and subtracts, or transfers balances 


into any combination of totals. 3. Instant, 
positive correction in one operation of 
amounts entered in error in any combina- 
tion of totals. 4. Electrified typewriter 
keyboard permits description wherever 
desired. 5. Fluid-drive carriage travels in 
either direction at uniform speed. 


THE NATIONAL CASH REGISTER COMPANY 
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DAYTON 9, OHIO 
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Ask your nearest National 
representative to demon- 
strate the amazing “‘Class 31°” 
today. Or write us at 

Dayton 9, Ohio. 


ACCOONTING MACHINES 
CASH REGISTERS « ADDING MACHINES 
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Dip-Less 444 =. 
(DESK PEN SET 


7 IN BLACK, CLEAR, GREEN, GRAY AND MAROON 


Such a wonderful desk set—for either the office - 
or at home! Holds a full ounce of ink—writes for “YS ; 
months without refilling—a full page or more at wid 
each dip of the pen. Easy to clean, easy to fill. 1 
And, with Dip-Less Sets you can 


/ 
! 
! 
! 
| 
j 
! 
: CHOOSE THE RIGHT POINT ya 
! FOR THE WAY YOU WRITE o “ag 
| 
\ 
\ 
‘ 
\ 
\ 


From the world’s largest variety of point styles, 
you can choose the precise point for your kind of 
writing and for the way you yourself write it! And 
should you ever damage your favorite point, you 
can replace it yourself—instantly! Just unscrew 
the damaged point and screw in a new one. All 
pen counters sell replacement points for Dip-Less . 
\ Sets. Ask for a demonstration. 


\ 
\ The Esterbrook Pen Company 
\ Camden, New Jersey 
\ ’ 
\ 
\ 
‘\ 
‘“ 
™ 
ta si 


Thum 


Prices slightly higher in Canada 
ee Model 407 Dip-Less Desk Set 


Extra large base holds two 
@® ounces of ink. Can’t leak 
—won’t flood. Visible ink 
supply. Choice of points. 


AMERICA’S FIRST PEN MAKER 
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VA BEGINS A STUDY 


Carl R. Gray, Jr., Administrator of 
Veterans Affairs, recently announced 
the selection of the management en- 
gineering firm of Booz, Allen & Ham- 
ilton of Chicago, to conduct a study 
of Veterans Administration organ- 
ization and operation. 

The survey, which will extend over 
a period of approximately fourteen 
months, will be for the purpose of 
determining whether changes in or- 
ganization and operational procedures 
are necessary to provide the best 
possible service to the veterans at the 
lowest cost. 

This study was to begin on Janu- 
ary 15th, and will encompass a thor- 
ough study of the V-A central office 
in Washington, as well as district and 
regional offices, centers and hospitals 
in field locations. It is expected that 
all phases of the V-A’s operations will 
be included in the scope of the study. 


UN COMPLETES BIG MOVE 


The United Nations recently wound 
up its big move from Sperry Gyro- 
scope building headquarters at Lake 
Success, Long Island, N. Y., to its 
new 39-story, $65,000,000 lass and 
marble skyscraper at East 42nd St. in 
New York City. The new building 
will house the entire staff of 3,500 per- 
sons. 

Files, furniture, and diplomatic top- 
secret archives were moved in 300 
vans, and every article was chalk- 
marked for its new location. The 
switch, five months in the making, 
had been carried on mostly at night 
and on week ends so as not to inter- 
fere with U. N. routine. 

It is expected that the old quarters 
will be used only for special meetings 
of the Security Council and Political 
Committee. Facilities for these groups 
will be ready some time in July. 

Atop the new U. N. home will be a 
special penthouse apartment for the 
use of Secretary-General Lie, the only 
living accommodation in the six-block 
international area. 

In the sub-basement of the building 
is a garage that will house 1500 cars. 
Between garage and roof top apartment 
are the offices and meeting rooms of 
the various organizations and members 
which go to make up the United Na- 
tions. 


AIM MAKES 1950 AWARDS 


Four companies in the office equip- 
ment field are among the 238 firms 
throughout the United States and 
Canada which are being awarded “Cer- 
tificates of Management Excellence” 
for 1950 by the American Institute of 
Management, New York, according to 
Jackson Martindell, president of that 
foundation. 

The awards, which will be given an- 
nually hereafter, are based on AIM’s 
continuous study of more than 2000 
leading concerns, designed to provide 
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a base for research into corporate 
policies and procedures. 

The four honored companies re- 
ferred to include Burroughs Adding 
Machine Co., Detroit; International 
Business Machines Corp., New York; 
National Cash Register Co., Dayton, 
O.; and Pitney-Bowes, Inc., Stamford, 
Conn. 

In weighing the merits of each man- 
agement, Mr. Martindell explained, 
credits are given for excellence in ten 
separate fields — economic function, 
corporate structure, health of earnings 
growth, fairness to stockholders, re- 
search and development, directorate 
analysis, fiscal policies, production 
efficiency, sales vigor, and executive 
evaluation. 

“The purpose of the awards,” the 
AIM president declares, “is to encour- 
age management in all lines of busi- 
ness to give due weight to all ten 
factors, rather than to concentrate, as 
many do, on only one or two.” 


THE LIFE OF IRA D. LeFEVRE 


The career and character of one of 
the General Electric Co.’s most cap- 
able and greatly admired officers has 
been perpetuated in a small, privately 
printed volume called “Ira D. Le- 
Fevre.” 

The idea of the intimate biography 
about Mr. LeFevre, G-E comptroller 
from 1936 until his death in 1944, was 
conceived three years ago. The me- 
morial committee, which was formed 
then, and others of the deceased of- 
ficial’s friends felt that “he was al- 
ways for us while he lived and (that) 
we must somehow ... raise a spiritual 
monument to his memory now that 
he is gone from among us.” 

A total of 190 friends and business 
associates bore the expense of pub- 
lishing the volume, which was re- 
cently distributed. 

The un-named authors of the vol- 
ume describe Mr. LeFevre as “an 
exemplar of the best type of Ameri- 
can businessman with his energy and 
initiative, his interest in other human 
beings—his abhorrence of _ stuffed 
shirts and cant—his fundamental be- 
lief in the young men around him, 
and thus in the future of his com- 
pany and his country.” 

Mr. LeFevre joined the company in 
1903 and was employed in the gen- 
eral accounting department. Four 
years later he became a traveling audi- 
tor and thereafter held various posi- 
tions in the accounting department 
until his appointment as general audi- 
tor in 1920. He continued with that 
responsibility until his election as 
comptroller. One of the highpoints 
of his career was his founding of the 
business training course for non- 
technical college graduates who ulti- 
mately are assigned to various phases 
of the company’s operations. 

A few free copies of the memorial 
volume are available to friends of the 
late official. Requests should be sent 
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Dealers throughout the country - Factories: Hamilton, Ohio 


Don’t be one of the 43% who never 
reopen their doors after a fire de- 
stroys their vital records! 


ALL MOSLER “A” LABEL SAFES ARE 
CERTIFIED TO WITHSTAND... 


1. severe fire for 4 hours at tem- 
peratures reaching 2000°F. 


2. impact due to falling 30 feet 
after heating, followed by re- 
heating 


3. explosion from flash heating 


No other safe...only an ‘‘A”’ label 
safe...will give youthis protection. 


EXCLUSIVE FEATURES OF MOSLER “‘A’”’ 
LABEL SAFES... 
Thermostatically Controlled, Insu- 
lated Valve Door gives added pro- 
tection by automatically sealing 
interior against heat penetration. 


Scientifically Developed Monolithic 
Insulation of great balanced struc- 
tural strength. 
Efficient Adjustable Interior Filing 
Units, tailored to your individual 
requirements. 


Look for this Underwriters’ 
Laboratories Label 


THE MOSLER SAFE CO. 


FACTORIES HAMULTON OO 
CLASS FOUR HOUR BIKE 


. ‘RS’ LABORATORIES, INC. hd 


The Best in Fire Protection! 


Issued by the Underwriters’ Labo- 
ratories, Inc., the “‘A’”’ label specifies 
the minimum protection that all 
Mosler ‘‘A’”’ Label Safes will provide. 


GET COMPLETE INFORMATION TODAY 
TOMORROW MAY BE TOO LATE 


ge Mosler Safe c...... 


ro———— Fill OUT AND MAIL TODAY! ——<—=—4 


! THE MOSLER SAFE CO., Dept. M ! 
320 Fifth Ave., New York 1, N. Y. 4 

| Please send me: 1 

1 5 The free booklet, “What You Should Know 1 
! About Safes.” 1 

1c ‘The name of my nearest Mosler Dealer. 1 

1 

1 Name....... 1 

= ! . 

Builders of the U.S. Gold Storage Vaults at Fort 1! waging 
Knox, Ky., and also the Bank Vaults that with. | Address “4 
stood the Atomic Bomb at Hiroshima and pre- | City Se State 1 
served their contents. Sf PALL LRTI AGAR SSE 
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IT’S THE LOW-COST 


Davidson 


FOLDING MACHINE 


It will fold your monthly statements, form letters, 
advertising literature, and bulletins at a fraction 
of the cost of manual folding. One girl with a 
Davidson can do the work of 10 to 20 girls... 
without overtime, without upsetting office rou- 
tine. And mailings will go out on time. That's 
why a Davidson will quickly pay for itself even 
if used but once a month. 


Any girl can operate a Davidson. It’s fully auto- 
matic and adjustments are few and exceedingly 
simple. Folds light and heavy papers from 
3” x 3” to 10” x 14” with a wide variety of 
folds. Speed? Up to 20,000 an hour. 


The Davidson is a time-proven office machine. 
Thousands are now in use. And you can buy it 
on convenient terms. 
Our booklet on “Folding 
Facts” will enable you to make 
a comparison of folding costs 
in your office. Write for your 
free copy today. 


Just turn the knob and, 
“‘click’’, the adjustment is 
made and stays ‘‘put’’. 


Continuous load auto- 
matic feeder. Load may be 
replenished without interrupt- 
ing operation. 


DAVIDSON CORPORATION 


A SUBSIDIARY OF MERGENTHALER LINOTYPE COMPANY 
-1038-50 W. Adams St., Chicago 7, Illinois 


Davidson Sales and Service Agencies are located in principal cities 
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to L. W. Mosher, I. D. LeFevre Me- 
morial Committee, General Electric 
Co., Schenectady, N. Y. 


AIR FORCE SPEEDS 
SUPPLY CATALOGING 


Is a “mop” a mop or a swab? 

That is typical of the many complex 
questions which come up at Wright- 
Patterson Air Force Base, Dayton, 
Ohio, to confront the Supply Division, 
Air Materiel Command, in cataloging 
the thousands of supply items used 
daily by the Air Force. Finding the 
answer to such questions appears easy 
or routine, but to the Air Force it is 
serious business. 

Emphasizing that the name given 
an item is highly important in order 
to establish identity, the Supply Divi- 
sion has announced the reorganization 
of a section to speed-up cataloging of 
high-priority defense items and expe- 
dite the Government's program for 
uniform identification of all supplies— 
military and civilian. 

The new organization is the Ai 
Force Catalog and Coordinating Sec- 
tion, recently formed by consolidation, 
under one head, of all the supply 
cataloging functions of the Air Force, 
according to Brigadier General James 
I. Early, chief of the Supply Division, 
who itiade the announcement. Lt. Col. 
William M. Miles has been named 
chief of the new section. 

The new section, which is estab- 
lished under a Congressional mandate 
requiring a uniform Federal Supply 
Catalog System, will have a two-fold 
mission. 

It will carry out the Air Force's 
participation in reaching the Govern- 
ment’s ultimate objective that each 
item of supply used, purchased, stock- 
ed or distributed by the Government 
will be identified under one name and 
description, assigned only one identi- 
fication number, and classified under a 
uniform commodity classification. 

In collaboration with Army anid 
Navy cataloging activities, the new 
section is accelerating the program so 
that the Department of National De- 
fense can obtain maximum benetits 
from the uniform Federal Catalog 
Supply Ssystem at the earliest prac- 
ticable time in the current emergency. 
A step-up in uniform cataloging of key 
defense materials is necessary to meet 
the expanded procurement and supply 
operations of the Department of De- 
fense. Included among the items 
which are given cataloging priority 
are aircraft, training equipment, pho- 
tographic equipment, hand and ma- 
chine tools, instruments, lumber, cer- 
tain metals and electrical and electron- 
ics equipment. In addition, a speed-up 
has been ordered in preparing cross- 
referencing data which will list manu- 
facturers’ numbers, and _ cross-refer- 
ence them to stock fumbers of all 
Government agencies. 

The Munitions Board Cataloging 
Agency, Washington, D. C., is re- 
sponsible for the development and 
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maintenance of the uniform Federal 
Supply Catalog System for the De- 
partment of Defense according to 
agreements with the General Services 
Administrations. The Supply Division, 
AMC, in turn, is coordinating the cata- 
| loging activities of the Air Force with 
those of the Army, Navy, and Civilian 
Governmental agencies for MBCA. 


Air Force Cataloging work is being 


- performed centrally at Supply Divi- 
; sion, AMC Headquarters, at Wright- 
; Patterson Ait Base Base. To accom- 
', ‘ 

G plish the accelerated program, the 


‘i Supply Division will employ an addi- 
tional 300 persons during the coming 
year to meet the additional work 
schedule. 

Pointing out the importance of a 
0 single Federal Supply Catalog System 
r to the national security, General Early 
a emphasized that a single identification 
n reference for any supply item is the 
f surest means of controlling the flow 
3 of supplies from the point of manu- 
r facture to the many points of use. He 
ss added that it will provide a tool for 

supply management, permit business- 
: like control of funds, assist in reduc- 
Me ing procurement to actual require- 
. ments, facilitate supply cross-servicing 
a among Air Force, Navy, and Army 
. components, and help economize on 
. storage and distribution needs. It also 
1, will expedite and make more effective 
L disposal of surpluses. Equally im- 
d portant, the uniform identification and 

classification of items in operational 
“ catalogs and in procurement and sup- 
e ply documents will provide a “com- 
y mon language of supply” for use 
d throughout the Government and _ in- 
dustry. This will ultimately result in 
savings of manpower, money, and 
a materiel, 


Considerable study and detailed re- 
- search are necessary to establish the 
it proper item name to identify items 
d having the same_ characteristics, 
1- further defining of which is accom- 
a plished by the item description. A 

“mop” in the Federal Supply Catalog 
ti System is: “SWAB, DECK” —An 


W item designed for wet cleaning of 


te) decks and floors. It is always fur- 
_ nished with a non-detachable handle. 
ts It consists of cotton-swab twine se- 
yu cured to a wood handle by means of 
c- wrapping twine. Excludes “MOP, 
y. COTTON.” 

és The basic name of an item is the 
c name used to determine the broadest 


scope of characteristics which a group 


of items may have in common. For 
wif _ example, the basic name “camera” de- 
ty notes all those items which are used 
il to record images on _ light-sensitive 
“f material. The item name on the other 
. hand, must include sufficient informa- 
si tion to distinguish between the various 
ap types of items included in the basic 
aa name. The item name “CAMERA, 
os MOTION PICTURE, SOUND” dis- 
a tinguishes this particular type of cam- 
: era from all the still picture cameras, 

and further distinguishes it from all 
1g the motion picture cameras which are 
e- not equipped for recording sound. It 
nd is necessary to examine the meanings 
January, 1951 


A beauty and a bargain! 


LOSCO a= 


Posture Chair 


(Patent Pending) 


Cosco “Finger-Lift’” Posture Chair combines every- 
thing you could possibly ask in an office chair for men 
and women who work sitting down: restful, work- 
encouraging comfort, high style, durable all-steel con- 
struction .. . and a// at an unprecedented low price 


Seat height is easily, instantly and positively adjustable 
anywhere between 16” and 20”— backrest adjusts three 
ways. Deep, foam rubber-padded, revolving, ‘“‘saddle”’ 
seat and backrest upholstered in washable, durable, 
vinyl plastic—green, maroon, brown or gray. Life- 
time lubricated, hard rubber casters, with ball bearing 
swivels. 


Three models, choice of gray or brown enamel or chro- 
mium finish, retailing for about $29.95 to $31.95. Ask 
for demonstration without obligation at leading office 
equipment outlets. Or write for name of nearest dealer 
and free, ‘“‘tell-all” circular. 


Posture Back Adjusts THREE Ways 
fe | PS ee 


In and out for Up and down for Tilts freely to 
depth of seat... height of backrest “follow” the back. 


HAMILTON MANUFACTURING CORPORATION - 


TO RAISE: Place foot on 
circular rung and, with 
one hand releasing con- 
trol lever, lift seat to de- 
sired height. 


TO LOWER: Lift upward 
oncontrollever and lower 
seat to proper level. 


COLUMBUS, INDIANA 


Makers of COSCO Household Stools, Choirs ond Utility Tables 
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of words, to'defirle them, ‘to select the’ 


one most appropriate’ to the item, and 
to show* the rejected synonyms as 
cross references*to the selected name. 
At the same time, consideration must 
be given to the practices of industry, 
so that the name selected will not be 
confusing in supply operations. 

Having selected the appropriate 
item name, it is then necessary further 
to describe each item so that its 
individual specific characteristics may 
be known. This is accomplished by 
following a description pattern. Obvi- 
ously, all items do not have the same 
characteristics. For example, a sig- 
nificant characteristic of lumber is its 
cross-sectional dimensions, which is 
not at all pertinent to the description 
of machine parts. 

DESCRIPTION NECESSARY 

An item description consists of the 
minimum amount of identification 
data necessary to differentiate an item 
from all other similar items, plus ref- 
erence data which adds to the knowl- 
edge and understanding of the item 
and’ provides additional catalog data 
which may be useful in supply opera- 
tions or necessary in determining the 
classification. 

No loose-leaf or bound volume 
which would include all the items of 
supply, like a mail order catalog, will 
be published. This would be unwieldy 
and entirely impracticable, particularly 
for the military supply system, says 
the Supply Division. 


{" fAs @ general rule, the Federal Sup- 
ply Catalog System is a card system 
published on a 5-inch by 8-inch 
master catalog cards in a plan similar 
to that used by public library systems. 
Each card bears the description neces 
sary to identify a particular item, and 
distinguish it from all other items in 
the supply system. Also shown on 
the card are the Federal identification 
number, and the classification number 
assigned to each item. 

Each military service or civilian de- 
partment, or any of their subdivisions 
will determine what portion of the 
catalog information will be published 
in book form for its individual use. 
Some catalogs for general use may be 
published, particularly in those areas 
where the items are similar in char- 
acter and in common use. 

According to present estimates, 
there are about 5,316,000 items in the 
military and civil supply systems of 
the Federal Government. Estimates 
indicate that after processing, this 
number will be reduced to approxi- 
mately 3,000,000 different items which 
will be included in the master catalog 
files. Of this quantity, about 2,500,000 
are in the miliary systems, and 500,000 
in the civilian agency systems. The 
large reduction in civil items, from 
approximately 2,000,000 to 500,000 will 
be possible bec: use of screening 
against item descriptions prepared by 
the military establishments. 

It also is estimated that 
ready described under the 


items al- 
Federal 


Supply. Catalog..System totals about 
931,000, or, 37 per cent of the 2,500,000 
different military items of supply. The 
deadline for completion” is June 30, 
1952. The items, which have been giv- 
en priority under the accelerated pro- 
gram are scheduled for completion by 
October, 1951. % 

Development of a-uniform Federal 
Supply Catalog System. requires time 
in planning and working out many de- 
tails, because of complications arising 
out of the many different systems 
used by the military and civilian agen- 
cies which have been set up over past 
years to meet diversified needs. These 
needs must be recognized so that the 
uniform system will serve both supply 
activities and Government industry 
supply relationships without disrupt- 
ing supply activities. 

Gratitude was expressed by General 
Karly for the cooperation that indus- 
try is extending to the program 
through the Industry Advisory Com- 
mittee for Supply Cataloging. He said 
that cooperation of industry will facili- 
tate the correlation of Federal require- 
ments for supply cataloging to the 
mutual benefit of Government and in- 
dustry. The committee is making avail- 
able to MBCA the advice and recom- 
mendations of industry, technical so- 
cieties, and associations on manufac- 
turing and distribution processes, in- 
dustrial practices, and latest techno- 
logical advances as they affect supply 
cataloging, including item identifica- 
tion, ¢lassification, and numbering. 


( OMMEerCE 


by Imperial 


Looking for rugged, well-designed office furniture at a modest price? 
Then look no further than your Imperial dealer because the Commerce 
Line is just what you ordered. This sturdy, attractive line of office furni- 
ture contains many of the time-saving, work-saving advantages that you 


would expect to find only in much more expensive desks. 


Stop in today 


at your nearest Imperial dealer and ask to see the economical Commerce 


Line. 


Need More Space? 


Imperial’s Office Planning 


Guide will help you “find” 
it. Send 10c today for the 
complete kit — floor plan, 
Member 


cut - outs, deco- 
rating advice, 
etc. 
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Cancer is curable if discovered early and treated properly 
AMERICAN CANCER SOCIETY, INC. 
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THE BERT M. MORRIS CO. has been 


extremely careful to design all their 
desk equipment for sturdy—efficient— 
time saving usage without sacrificing 
smartness. A rich appointment to any 
executive’s desk, yet the complete 
setting shown—pen set, memo pad, 
phone rest, letter tray, ash tray and 
’ 90k ends, retail for little more than 
the cost of one higher priced,—com- 
parable fountain pen set. 


BERT M. 
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MORRIS DESK EQUIPMENT STILL LEADS THE FIELD 


MORRIS FOUNTAIN PENS— 
an efficient and economical 
pen set with ‘‘thread-in"’ 
point section. A real time 
and money saver in any 
Office. 


BOOK ENDS—MORRIS 
BOOK-EZE—at last an in- 
expensive book end to 
match modern office fur- 
niture. 


ORRIS CO. 


» 


‘WGeeat NAMES IN INDUSTRY 


GQreal DESK EQUIPMENT 


Exacting business men chogst Morris desk equipment for 
quality, efficiency and years of service. Many famous users 


MORRISET —the constant- 
flowing, all-round writing 
implement that holds a 
full 2'/. ounces of ink for 
months of writing without 
refill. Absolutely will not 
flood. Choice of five quick- 
ly replaceable “thread-in” 
points — extra fine, fine, 
medium, broad, stub. 


THERE 1S NO SUBSTITUTE 
FOR QUALITY. All Morris 
writing sets are equipped 
with iridum tipped points 
and each point is tested at 
factory by actual writing. 


have their seals or emblems imprinted in Gold. 


MORRIS MEMO PADS-avail- 
able in two types. With 
Jewelers Bronze bar that 
drops as paper is used or 
standard box style. 


MORRIS LETTER TRAY — 
strong two point suspen- 
sion allows access from en- 
tire front and both sides. 
Tiers quickly added, legal 
or letter size. 


OFFICE MANAGEMENT AND EQUIPMENT 


MORRIS ASH TRAY—A real 
He-Man ash tray. Glass 
lined, perfect for desk or 
conference table. 


8651 WEST THIRD STREET + LOS ANGELES 48, CALIFORNIA 
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This is Concentration 


on the Big Users of 
@ Office Equipment 


The big purchases of office equipment are made in the offices of manage- 
ment executives of commerce and industry. Manufacturers who want to 
talk to a concentrated audience of such executives are advertising to them 


OFFICE MANAGEMENT and EQUIPMENT 


They have found that this specialized magazine, edited solely for office exec- 
utive personnel, reaches an almost 100% concentrated audience of the men 
they want to sell in 10,000 large organizations. No wasted ammunition! No 


scattered shots! Each copy goes direct to the mark—and the market—at 
which it is aimed. 


It's no wonder that OFFICE MANAGEMENT and EQUIPMENT is fast 
being recognized as the foundation of many national sales plans, the most 
direct contact with these executives who are responsible for the purchase of 
everything used in their respective offices. 


These men read this magazine, at their desks, for the 
information it provides concerning efficient modern oper- 
ation and equipment of big offices; read it with an interest 
that carries over into the advertising pages. 


And because of its concentrated readership, there is genu- 
ine economy in using it to carry your selling message— 
more than enough to warrant the regular use of dominant 
space. 


The Office Executive’s Own Magazine 


212 FIFTH AVENUE + NEW YORK 10, N.Y. 
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MAKES FILING... | 
FAST and ACCURATE 


MG GES picts 
Cont a, ale 


SMEAD’S 


TELL-1-VISION 


REG. U. S. PAT. OFF. 


INDEX 


A modern filing system built for long, hard wear and tailored 


Write today for illustrated literature 


“EXPLAINING HOW IT WORKS” for a small or a large business. Plastic tabs of clear vision — 
4 this file is the perfect answer to any filing problem. 
THE aa 
MANUFACTURING °CO., INC.- HASTINGS, MINNESOTA 
51 eo iv" eh holes nee ete newton 


NO. 11-14-50 


PRINTED IN U.S. A. 
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SMEAD’S TELL-I1-VISION SYSTEM 


REG. U. S. PAT. OFFICE 


t works... Rae 


Here's how i 


ae 


READS LIKE A 800k 


SMEADS 


By using Smead’s Tell-I-Vision filing system, you can 


reduce filing time. The alphabetical-color signal 


system for finding — and the numerical-color signal with 


system for replacing — make filing easy, fast, and ZY , , ey) tf, 7 4 


accurate. 


LET US DISCUSS YOUR FILING PROBLEMS WITH YOU 


THE Smeal MANUFACTURING CO.,INC.-HASTINGS, MINNESOTA 
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LET US TELL YOU 


WHERE TO GET IT 


| 
| 


Whenever you are in need of any | 
type or brand of office cquip- 
ment, commercial stationery or | 
maintenance supplies which your | 
regular source of supply cannot | 
satisfy, call on the Subscribers — 
Information Department of 
OFFICE MANAGEMENT AND | 
EQUIPMENT for assistance. 


We maintain a permanent staff 

in our Directory Department—a | 
staff that works all year long cor- | 
recting lists of manufacturers, | 
distributors, classes of merchan- | 
dise and trade names, keeping | 
records up-to-date to serve you | 


with dispatch and efficiency. | 


FOR SMOOTH RUNNING 
By Irene A. Judson 


WHEN YOU DICTATE: 


If you can, do the bulk of it early 
in the day to avoid unnecessary pres- 
sure and deadlines. 

Assigning especially difficult jobs 
first thing in the morning is the best 
bid for perfect work. 

Pronounce hard-to-distinguish letters 
and their sounds-—B, D, and V, M 
and N—very distinctly, for your sec- 
retary must watch her book and can- 
not see your lips. 

If you ask that figures be written as 
figures instead of shorthand symbols 
there will be less likelihood of error. 

When smoking, make an allowance 
for slight muffling and distortion of 
sound. 

Since your secretary has been trained 
to do it, leave the puncutation to her; 
but it will help if you indicate your 
paragraphs. And by the way, thinking 
in paragraphs, if you do not already 
do it, is an easy habit to acquire. 


CLEAR THE DESKS 

Supervisors would do well to insist 
upon desks being orderly. 

Even when a desk is chronically 
cluttered, the condition can be checked 
in an hour by isolating all incoming 
papers as of that date. Whether let- 
ters, orders, blue prints, reports, or a 
little of everything, they usually fall 
into three or four categories and can 


| be sorted into folders of correspond- 


; ence size. 


Daily, we receive phone calls and 
letters from office management 
executives all over the country | 
who are in search of the best 
sources of supply for individual 
pieces of equipment or large 
quantities of office supplies, fur- 


niture and appliances. 


Ask us to help you solve your 
office equipment problems. 


Subscribers Information Department 


OFFICE MANAGEMENT 


and Equipment 


212 Fifth Ave., New York 10, N. Y. 
Phone MUrray Hill 9-4411 


January, 1951 


These should be plainly labeled on 
outside and inside of top cover, 
index tab, as “Routine” (for 
als, etc., and whatever the secretary 
with a word of instruction can take 
care of) (for things that are 
urgent) and “Check-up” (for matters 
requiring more or extended in- 
vestigation)—all to be kept in a small 
file for daily attention. 
this fresh 
papers of 


also 


approv- 


Today” 


less 


As soon as material is 
under control, importance 
can be culled from the old accumula 
tion and classified or sent on thei 
way. Disposition of the remaining 
odds and ends will prove no task at 
all, and the working space 
emereing from the clean-up will deli 


wide 


nitely accelerate the work 
CENTER IT! 

In interoffice communications to 
make certain that a brief item te 


be transmitted or otherwise acted up- 
on is not glanced over in the body of 
a paragraph and forgotten, it is well 
| to drop a line or two and center the 
; item. This is especially useful 
say, the date of a conference, chanve 
| of address, name of supplier, catalog 
| to be requested or phone moved, a 
new material or model of tool or ma- 
chine on which data is desired. 


tor, 


The device guarantees that the mat- 
ter will not slip the mind of the recipi- 
ent when he has finished reading, be 


- smooth 


ace | 


as a black 


© 

. XN 

lead pencil! . 
Q 

ry 

Not tacky ... not crumbly e 
.-»Colorbrite doesn’t feel eS 

like a colored pencil at all! - 


But try one—the lead is 
packed with intense, brilliant 
color! Colorbrite writing 
is easier to read, even on 
colored papers or under 
fluorescent lights. What's 
more, its superstrong, elastic 
lead will bend to absorb 
writing pressure strain... 
guaranteed not to break in 
normal use! And work is 
wet-proof, smear -proof— 
yes, even fade-proof. 


WOODCLINGHED . 


Colorbrite 


+5y¥ EBERHARD 
FABER 
Gor Cleaner Corrections ___ 


on any paper use 
only EBERHARD FABER 


, 


eBE fay, 


ERASERS 


TRADE MARKS REG. U.S. PAT. OFF. 
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cause the positioning will challenge 
re-attention. Even should the sheet 
be tossed aside for the time being, 
the open space will focus the eye, at 
sight, exactly where you wish _ it. 
Moreover, long after, if required for 
reference it will be recognized quickly 
in the file, obviating the need for read- 
ing the page in search for hidden 
information. 


FIGURES MUS1 BE PLAIN 


Errors due to misreading numbers 
that are dimly typed or carelessly 
written can be avoided only by im- 
pressing upon clerks a sense of their 
personal responsibility in this matter. 


Every penciled digit which must 
be read by someone else should be 
formed plainly. No one should have 
to add up the column himself or draw 
on his imagination to detect whether 
it is a 9 or a 7, an 8 with a collapsed 
upper story or a 0. A 2 that looks like 
a checkmark is tricky. In ledger foot- 
ings, for instance, such entries have 
been known to fool even the person 
who made them. 

Also needing to be watched by the 
‘clerk himself are multiple copies from 
a machine—orders, reports, etc. Car- 
bons must be sufficiently fresh and 
keys adjusted if necessary so that fig- 
ures on the last sheet will be as legible 
as those on the first. 


For your needs 
we have no reason 
to recommend anything but the 


NAME. 


For Your Office Siplits... 


ONE Call brings All the Best! 


Remington Rand is supreme in the 
field of office supplies...supplies that 
help you get the most from your 
office machines! 


Patrician... the non-curl carbon paper 
makes original-like copies on all typewriters! 
There’s a Remington Rand carbon paper 
for every typing requirement. 
Nylex, the all nylon typewriter ribbon . . . 
insures sparkling, clear impressions . . . it 
lasts longer and produces consistently better 
results. 


Line-a-time Copy Holder ... the natural- 
line-of-vision typists’ aid. 

A demonstration will convince you of 
how Line-a-time will simplify, ease and in- 
crease typing speed with accuracy. 


Procel Stencils produce quality copies. 
Ideal for Letters, Bulletins... all types of 
stencil duplicating work. Stronger—with the 
exclusive plastic coating, Procel is especially 
Suited to illustrated stylus work. 


Plastiplates —for offset duplicating in your 
office! Direct Image and Photographic Plas- 
tiplates with their patented plastic surface 
give you superb reproduction, longer runs, 
and greater uniformity. 


FREE... Get a free analysis of your 
supplies needs. For a specialist's advice 
on carbon paper, inked ribbons, stencils 
and Plastiplates call your Remington 
Rand Business Equipment Center . . . 


Remington. Bland 


Remington Rand Business Machines & Supplies Division, 

Room 2603, 315 Fourth Ave., New York 10, WN. Y. 

(C2 t woula wke a free analysis of my office machine supplies needs. 
Please send me literature on the following: 

() Carbon Paper [ [ 

Stencils (_) Plastiplates . . . both Direct Image and Photospeed. 


Typewriter Ribbon [_} Line-a-time Copy Holder [) Procei 


right office machine supplies. 
We make them all 
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HUMAN REACTIONS TO 
COLOR 


This a summary of an address by 
Faber Birren, noted industrial color ex- 
pert, given in the lecture series, “The 
Relation of Environment to Work,” 
sponsored by the Librarian of Congress 
and the Architect of the Capitol. 


A FEW YEARS AGO the applied 
science of color conditioning was vir- 
tually unknown to industry, to office 
buildings and to institutions. Many 
of its early applications had the nov- 
elty of a fad because of the rarity of 
seeing color used on harsh walls and 
steel equipment. Yet functional color 
had had its origin in the hospital field 
and had been successfully tried in 
schools. 

It was the Second World War that 
brought the merits of functional color 
to the fore and that made it eco- 
nomically sound, if not indispensable. 
To aid the cause of good visibility and 
human efficiency, to overcome fatigue 
and eyestrain, it was found possible 
to “engineer” color with remarkable 
certainty. The merit of a good color 
scheme was not left to opinion, to 
individual or even wholesale judgment. 
It wasn’t necessary for a group of 
“experts” to stand around and reach 
a majority opinion. The color tech- 
nician could bring in instruments, call 
upon a doctor and prove his conten- 
tions. 

That functional color is a unique 
science, little related to art or interior 
decoration, is now well understood. 
Color for its own sake is never enough. 
It is fallacious to assume, for example, 
that people work any harder or any 
better because of the delight provided 
by a striking use of color. In itself, 
color may be distracting and may 
readily compete for human attention, 
drawing it away from a task and set- 
ting up meaningless competition. Func- 
tional color is not in the least inter- 
ested in personal opinions about color 
or artistic notions as to its emotional 
appeal. Quite to the contrary, the best 
of scientific practice requires that 
color be applied to make seeing easier, 
to smooth out unfavorable contrasts, 
minimize constant eye adjustments, 
draw attention to tasks and hazards 
—objectives which, fortunately, may 
follow technical method and be ac- 
curately measured in their effective- 
ness. 

For many years it has been known 
that visual excitation produces mus- 
cular (and other) reactions through- 
out the body. Sudden brightness and 
motion to one side may cause the 
head to dodge. In cases of torticollis 
(twitching of the neck) exposure to 
light may increase restlessness, 
while green light may decrease it 
Light brown in one eye will increase 
tonus over the corresponding side of 
the body. 

It may be concluded that bright 
light and warm colors condition the 


ZONE STATE human organism for action, for out- 
PSS ei ea wardly directed interests, for muscu- 
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lar activity! Cool colors and dim light 
are conducive to introspection, to se- 
dentary tasks, to mental activity! 

Bright light and pale colors there- 
fore become appropriate for a cheer- 
ful and stimulating atmosphere in 
which physical tasks and high spirits 
are to be in evidence. Bright light 
and soft (but not deep) colors be- 
come appropriate for average condi- 
tions found in offices and schoolrooms. 
Moderate illumination and soft color 
(for the room in general) become 
suitable for the execution of extreme- 
ly fine and exacting tasks—with as 
much extra light as necessary spotted 
locally over the field of concentration. 

There is no longer any question 
about the value of color in industry. 
Thousands of offices and industries 
will eventually benefit. For color as 
a science rather than as an art can, 
accomplish many wonders and can 
add real efficiency, comfort, and secur- 
ity to human life. 


A NOD FROM 
TOP MANAGEMENT 


By G. L. McKenna 


Assistant to vice-president, 
Engineering Products Div., RCA Victor 


THE DUSTY ARCHIVES of industry 
contain many a plan, project, idea or 
recommendation which tor one reason or 
another never received the green light of 
approval. This article attempts to point 
out some of the pitfalls which beset the 
middle management supervisor or mana- 
ger in obtaining approval for his recom- 
mendations. Under discussion will be some 
operating practices, principles and just 
plain “know-how” that bring success in 
inspiring that much-sought top-manage- 
ment nod of approval. 

First of all, what is meant by “manage- 
ment”? Because we shall consider proj- 
ects as items of importance, it is logical 
to asume that the presentations of these 
projects justify the attention of top-man- 
agement people. By arbitrary definition, 
management is constituted of the officers 
or top executives of an organization who 
have the stature and authority to make 
major decisions. 

Next, what are considered as projects? 
It is well known that approval must be 
sought, and either given or denied, in hun- 
dreds of the daily transactions of a busy 
corporation. The term “project,” how- 
ever, may be thought of as non-routine, of 
major importance, where considerable ef- 
fort goes into the preparation, and success 
or failure has a distinguishable effect upon 
the division or department involved, or 
upon the company’s operations. Programs 
of long range nature will be considered as 
projects, since each is handled similarly 
from the standpoint of preparation and 
presentation. 

Since projects have been indicated as 
plans or programs of major importance, 
they must often involve substantial sums 
of money, either as current or capital ex- 
pense. The approval of such a project 
may involve risking existing investment, 
inventory or similar assets. The impor- 
tance of these projects is often enhanced 
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because the plans include changes in poli- 
cies, products or organization. 


With an understanding as to the mean- 
ing of “projects” and “management,” the 
origin of projects assumes significance. 
Perhaps a company is considering build- 
ing a new plant, adopting a new product, 
opening a new district sales office, floating 
a bond issue, a new pension plan, a sales 
incentive practice, a new engineering labo- 
ratory, a new cost-control plan, a job 
evaluation system, a time-study plan or 
a major change in organization. It is 
plain that the need for a decision based 
upon an analysis of facts is required in 
each case. Usually top-management will 
assign an individual or a group to study 
the subject and come up with a report. 
Frequently, however, the individual re- 
sponsible for some activity wishes to im- 
prove it through some changed technique, 
new method or reorganization, so he 
makes the study on his own initiative to 
work up a comprehensive program for 
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General Binding 
Corporation 
Chicago 14, Illinois 


PUNCHING MACHINE (left): Fast.. 


presentation to his management. For in- 
stance, the personnel director probably 
would recommend the vew job evaluation 
system, the controller would study and 
present the new cost system and the chief 
industrial engineer or systems and proce- 
dures manager probably would attempt to 
get management to agree to the new wage 
incentive plan. Regardless of how the 
project may have originated, successful 
selling of projects to management in- 
volves two important functions of organ- 
ization and management, research and 
salesmanship. 

To launch a new project it is first nec- 
essary to find out all about the problem 
and to define it clearly. A project of im- 
portance is often assigned casually. This 
is the time to get the facts straight. Fre- 
quently an employee several organization 
levels below the executive handing out 
the assignment may hesitate to obtain 
clarification. Unless he knows accurately 

(To page 24) 


NOW YOU CAN DO 


THIS MODERN... 
LOW-COST WAY 


plastic binding equipment* binds all sizes 
of loose sheets into attention-compelling, 
easy-to-use booklets . .. in a matter of 
seconds. Adds color, prestige, utility! 


Thousands of enthusiastic users! Send 
coupon below for complete details. 


Special trial offer! Try this low-cost 


to be satisfactory in all ways. 


COMPLETE EQUIPMENT COSTS LESS THAN A TYPEWRITER 


Pe 


Every page turns smoothly . . . lies perfectly 
flat. Saves more than 50% over old-fashioned 
fastener-type covers. Anyone in your office 
can easily operate this portable equipment. 


uipment in your own office or plant. It is 


UNCONDITIONALLY GUARANTEED 


plastic binding 


Right in your own office ... NEW GBC 


.easy to operate. Simply insert 
paper and press down handle. BINDING MACHINE (right): Opens 
plastic rings mechanically. Place sheets on open rings. Close and 
remove finished book. Both 12- and 16-inch table models...also 
power equipment. 


CHECK the list below and MAIL coupon for SAMPLES and FREE TRIAL OFFER 


OFFICE MANAGEMENT AND EQUIPMENT 


Tell me how GBC plastic binding General Binding Corporation, Dept. OM-! r] 
equipment and colorful, handsome GBC b MmemO | 808 W. Belmont Ave., Chicago 14, Ill. 

lastic binding can help me improve Please send me Bulletin 1100 describing your new 
tapi ‘ ° . . low-cost portable GBC plastic binding equipment ... 
the effectiveness of ... also 2 handy memo books bound this modern way. 
0 Presentations DD Reference Tell me how | can try this equipment without obligation. 
0 Reports Materials ind eee iow oe 

0) Manuals (0 Check Books c 

0 Catalogs 0 Records ee —— — —aemene — 
C0 Price & Parts Lists D Finoncial Address______ — ef 
DD Proposals Statements City Zone___Stote_ : H 

*Patents Pending 
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TIS ROTARY FILES 


GIVE You 5O% GREATER FILING 
CAPACITY WITH YOUR PRESENT 
CARDS AT A LOWER INITIAL COST. 


* EXCLUSIVE . 

Special compres- 
sion block for tab- 
viating cards. 


®Rotary trays lock 
in position . . .« 
cannot roll back. 


* Instant removal of 

one card or a full 
rack . . . use 
your present cards. 


© Finger-tip controi 

+ + + locking slide 
cover keeps your 
records safe. 
Greater efficiency . . . conveni- 
ence ... accessibility for your 
Stock Control, Inventory, Purchase, Production, Cost, Sales, Pay- 
roll, Personnel, and Credit records. The FERRIS ROTARY FILE 
is unequalled because FERRIS is the only rotary file that per- 
mits cross-filing and complete indexing! It eliminates punched 
cards, belts, clips, rods — awkward fastening devices. Transfer 
your present cards instantly into removable trays. Filing is 
quicker . . . easier for your operator. You save Time, Wasted 
Motion, Floor Space and above 
all Cost! 


If you do not have enough cards to fill two 
Ferris Rotary Files, yet too many for one, it can 
be increased to the desired size by adding one 


inch or more to the width. 


collapsible table 
folds out of way 


DEALERS .. . attractive territories still open — write for information! 


FERRIS BUSINESS« EQUIPMENT, INC. 


244 GREAT MEADOWS ROAD @ STRATFORD, CONNECTICU- 
IN CANADA: 26 QUEEN ST. EAST © TORONTO, CANAD/ 
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what the executive desires, he may waste 
time and money and, in addition, suffer 
the embarrassment of coming up with the 
wrong answer. 


A project requires careful planning and 
may involve the time of one or more in- 
dividuals plus expenses for traveling and 
similar items. Often the help or assign- 
ment of other functional units in the or- 
ganization must be pressed into service to 
aid in the survey, to provide clerical or 
stenographic assistance or even to perform 
experimental work. All of these services 
and this assistance must be lined up and 
agreed upon as early as possible if the 
final report is to be delivered at the re- 
quested date. Because the executive re- 
questing the survey is usually vitally 
interested in obtaining it, sometimes it 
becomes necessary to go back to him to 
get supporting expense money or com- 
pany services. In any event, one should 


not accept an assignment of importance 


without the provision uf the tools to do 
the job. 

Similarly, the time required to make 
the survey and present the report must 
be agreed upon. Assigned surveys are 


| almost always wanted in a hurry. One 


must not be rushed into a bad decision. 
Here it is necessary to be firm and in- 
sist on an adequate amount of time to do 
the job properly. If the project must 


| be done quickly, then the p‘'ans must be 
| changed to provide more help. The first 
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adverse strike in selling projects to man- 
agement comes when cne is forced to 
apologize for being late. 

First of all, the analyst should keep an 
open mind until all the facts are in. This 
advice sounds almost foolishly unneces- 
sary, but such is not the case. The sys- 
tems man may th':k he already knows 
the best production control method; the 
industrial engineer knows a great deal 
about wage incentive plans; the sales 
manager is confident that he has the right 
answer for distribution of his product. 
iach, however, is usually limited by the 
degree of his own experience. A_ better 
answer may be just around the corner if 
he can just dig it up. 

Both the experiences within the com- 
pany and those of other companies should 
be examined. Occasionally the death blow 
to a proposed project is delivered by an 
executive who states, “We tried that ten 
years ago and it didn’t work.” The ana- 
lyst must be sure he is familiar with his 
own company’s history on the activity in 
question. The answer is often found in 
the experience of some other company 
faced with similar problems. 

In most instances a ready-made plan 
won't suit the purposes. The analyst must 
custom build his own device. Here he 
must be both imaginative and practical. 
[t is often helpful to carry along two or 
three plans, testing each as it is built and 
finally deciding upon one or two for final 
trial. One way to synthetically test the 
plans is to get together with two or thre 
experienced colleagues and give the plan 
or plans a mental test run. With this 
group all the operating conditions shoul 
be checked. As a result a number of 
“bugs” may appear for solution and some- 
times the revelation of a major obstacle 
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will cause a radical revision of ideas. It e ‘ 
“ad is better to do the experimentation at this e U sh | Nn 
“ol time than in front of a group of execu- | 0D C — 
the tives during a formal presentation. 
”- There is a number of practical checks % ‘ ® 
ie | necessary at this point. When recommend- S Op S | | N Mm | Sta eS 
vail j ing a new product, it should be checked 
gn- with the patent department. Also is the 
it new product within the product policy of with 
ao the sales division? lf the plan concerns a 
pa new form of distribution using manufac- . 
a i turers’ agents, what is the opinion of the 
eae legal department from the standpoint of 
nel interpretation of the anti-trust laws? If 
the the plan involves additional current ex- 
~~. = pense, is this advisable in view of an ex- 
tie i pense reduction program? 
ally There is one last —— in rs _ nes , 
S - project preparation—the plan should be rs we 
= reviewed with the specialists: the engi- Bills at lading! 
m- neering aspects with the chief engineer, 
uld financial angles with the controller, per- 
nce sonnel changes or policies with the per- 
do sonnel director. This should be done to 
obtain the benefit of their professional 
alee advice, and, most important, to acquaint 
mint them with the project. These officials 
ee may be in the group when presenting the 
ae report and without a preliminary presen- 
es tation the following conversation might 
<a take place. The president asks, “Mr. 
ihe Controller, are you familiar with this 
~— project?” He answers, “No, sir, first time 
. I’ve heard of it.” Immediately a sizeable 
cae road block is thrown in the path of the 
aye presentation. How different when he an- 
bes swers, “Yes, I am familiar with the 
project. Joe Smith and I have covered it 
thoroughly and it makes sense to me.” 
= A report to management may take any 
one of the following forms: ; 
svS- 1. The verbal report. ne 
WS 2. The short report or memorandum. ai . 
the 3. The long report, with a brief sum- Secterdinniie fo* / , 
leal mary of conclusions. : Uarco Manifolder. A 
ales 4. The charted or graphic presentation. Pf ve peed a 4 
ght a ee . 150 4-part, 100 5-part 
uct. [he characteristics of a good report forms. All copies issue. 
the are numerous. | First of all it should be « 
tter er pena Mg ae Faster Writing—UARCO BILLS each product shipped is properly 
r if dual ta teak on casvent tes and OF LADING ina convenient auto- described to carry lowest rates. 
should deal directly with the assigned graphic register . . . the fastest Over-charges from incorrect list- 
om- problem. known method to write U.B.L.’s__ ings are eliminated. So are mis- 
uld Of course any report must be prepared by hand! takes in routing, in checking at the 
_ in accordance with the specific circum- All items covering your own receiving end. Uarco Forms pay 
ten eet hg en hase vary with age case. products are pre-printed; the clerk back their cost over and over 
mae) res ne ert am cae | Completes the forms simply by agai! 
his summary may be presented, read and dis- —— ae < many details These Benefits Can Be Yours— 
y ain cussed in a thirty to forty-five minute Sey eee - And hedoes arco designs and prints BILLS 
I in session with the executives in authority. this just once—the regeeves does OF LADING to fit every type of 
any With a graphic report it is possible to the rest, turning out clear, cfisPp shipping operation; provides the 
cover the major points and highlights of carbons for carrier, receiver, your- right kind ot register to use. Use 
an the subject in a series of interesting and self. the coupon below to secure a port- 
1st attractive charts. These may be up to Lower Rates—pre-printing assures folio of sample U.B.L. forms. 
he three by four feet in size and must be 
ical. carefully edited and laid out, preferably 
» or with the aid of technical assistance. When | 
and graphs are used, the individual chart ee ee ee ee oe ee ee -UARCO_ a 
inal should contain no more than three UARCO Incorporated su shdtbancai 
the curves and written material should be Room 1620, 141 W, Jackson Blvd. e 
os “tet ; «40 ae Chicago 4, Illinois ae 
Ire limited to five or six lines of a few words BUSINESS FORMS 
plan each. The value of a well prepared chart | Please send samples of Uarco BILL OF LADING 
: of . ° Register Forms. 
this is that one can secure almost immediate | 
val understanding of the salient points. By | Factories: Deep River, Connecticut; 
ot judicious selection of charts the audience eee eccces sebqeoceecst esicese Chicago, Illinois; Cleveland, Ohio; 
me- can be brought along from the back- | Oakland, California. Sales Repre- 
acle | ground of the subject through the por- ilidisiiinncctcnatniie Ml gt 5. ee 
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Get those ‘Inside Calls’ off 
your switchboard with 
New Executone Intercom! 


THE NEW EXECUTONE improves all com- 
munications: inter-office, office-to-plant, 
and telephone! Because Executone frees 
your switchboard of “inside calls”... 
opens all lines for incoming calls! You 
save money, your customers save money 
—on call-backs, delays, big phone bills. 

And what efficiency Executone intro- 
duces—no more running between of- 
fices, no waiting for information, no 
man hunts. With Executone, you get 
more work done—faster! 

Years ahead of its time, “curme- 
MATIC” signalling announces calls auto- 
matically. New circuits make voices 
clearer, instantly recognizable. 


Inexpensively 
priced, 
Executone 
quickly pays 
for itself. 
Mail coupon 
today! 


frecislone 


COMMUNICATION AND 
SOUND SYSTEMS 


| 


| 
| 
| 
| 
| 
| 
| 
| 
J 


EXECUTONE, INC., Dept. A-9 - 
415 Lexington Ave., New York 17, N. Y. 


Without obligation, please let me have: 


(0 The name of your local Distributor 
(J Complete descriptive literature 
NAME 


FIRM 


ADDRESS CITY 
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trayal of the present situation, its analysis 
and finally to the recommendation. A 
word of warning: avoid the error of try- 
ing to cram too much information on 
each chart. Pick the major points, the 
highlights, then make them stand out 
like beacons. After the presentation the 
charts may be reduced to letter size for 
multiple copies. 

The mortality is high in selling a proj- 
ect. Too many systems and procedures 
men, industrial engineezs, other engineers, 
managers, supervisors and even vice-presi- 
dents seem to feel that the reports should 
merely be handed to someone, or distribu- 
ted in the company mail and the job is 
done. Nothing could be further from the 
truth. Now is the time for ingenious 
planning and personal saiesmanship. Even 
if the boss assigns the job, he still must 
be convinced or everyone’s time has been 
wasted. 

There may be those who are inclined to 
argue this point, feeling that a properly 
prepared report should sell itself. Such is 
not usually the case. One can’t rely on 
the report getting the desired results any 
more than the sales manager can depend 
on a piece of well-designed advertising to 
get him the sale. There are too many haz- 
ards along the way. To the analyst’s sor- 
row, he may find the report has not been 
read, or read only partially or even mis- 
understood. The executive group may 
have different interpretetions of the pro- 
posed program. Or there just isn’t time 
enough to get the complete group to- 
gether to make a decision. 

What is meant by selling? Selling proj- 
ects is pretty much like selling a product. 
The analyst wants to create interest, then 
desire, then to make the sale by getting 
top-side approval. Selling, of course, is 
influencing or persuading. Some people 
think there is some wrethical or shady 
connotation to the word “selling” when 
applied to methods work. In this case 
“selling” is getting the other fellow to 
understand the benefits of the proposition. 
Here lies the key to this discussion. To 
be sound, the plan must bring benefits 
to the organization; the selling job is to 
convince management of these benefits. 

Most supervisors or planning people 
could benefit from a course in the funda- 
mentals of salesmanship. Let us look to 
see how some of these fundamentals ap- 
ply to our task. Percy Whiting, of Dale 
Carnegie’s staff, has written a book called 
“Five Great Rules of Seiling.” He lists 
the five rules as attention, interest, convic- 
tion, desire, and close. These rules must 
be used to get the other fellow to accept 
the analyst’s point of view and approve 
the project. Good product selling includes 
a well-designed presentation, attention to 
the timing, the setting, the individuals. 
Even the person making the presentation 
must be similarly concerned in getting 
over the approval hurdle. 

All plans should be presented to the 
executive or executives who can make the 
decision. We don’t want to do the job 
over two or three times, nor do we want 
the boss or his boss to do it for us, 
therefore, do not hesitate to ask for the 
right audience. Next get the right setting. 
If possible secure a conference room away 
from telephones and other interruptions. 
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Good Advertising 


Your Corner 


with SHEPPARD 
Better Quality Printing 


i 


ENVELOPE CO. 


1 Envelope Terrace 
Worcester 4, Mass. 
The Envelopes with the FLAVOR SEAL Flap 


y 
DONT GET CAUGHT 
BEHIND THE 8 BALL! 


There’s an easy way out of type troubles. 


When you're caught in a deadline rush, 
just call FOTOTYPE to the rescue. It’s the 
speedy, simple answer to typesetting worries. 
Anyone can set type as fast as 15 characters 
a minute! Just slide die-cut letters into align- 
ing composing stick and mount on layout. 
Saves hours, dollars, and nerves. Write for 
free catalog. 


This entire ad set with Fototype. 


y 


1420 ROSCOE ST CHICAGO 13 
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Nothing is quite so deflating as to have 
the big boss called away just as you are 
bearing down on your climax. It is well 
to ask for a specific length of time, but 
don’t overdo it and take too long. 

No single factor is of greater impor- 
tance in planning a presentation than in 
knowing the executives involved. Take 
into account their background, experience, 
degree of understanding, and _ possibly 
their known attitudes on the subject. Per- 
haps some background or history should 
be presented to a relatively new person 
in the company. A non-technical execu- 
tive may require a simple explanation of 
how the product operates or how the sys- 
tem works. Perhaps there has been some 
bad experience in the past which the plan 
must skillfully handle. One manufacturer 
tells the story of a chief engineer enthusi- 
astically recommending the substitution of 
a new product for the existing one. His 
report was excellent, but he was turned 
down. Why? It turned out later that the 
president, a former chief engineer, held 
the patents on the present product. Had 
this fact been known to the chief engi- 
neer, he could have planned his presenta- 
tion to get around the obstacle. 

The attitude and manner of thinking of 
top executives should be understood. Most 
of them take their responsibilities seri- 
ously and, therefore, deliberate carefully 
before making important decisions. Then, 
too, most executives show the scars of 
one or more bad decisions, and they natu- 
rally desire to avoid further mistakes. 
The seller then must be prepared to sup- 
port his recommendations at, what may 
seem to him, undue lengths. In no event 
should he consider such cross-examina- 
tion as opposition and begin to show an- 
noyance or impatience. 

Confidence in the subject is contagious. 
Know the plan thoroughly, and show that 
you believe in it. Obvious enthusiasm, 
confidence, and knowledge of the subject 
may be the deciding factor in your favor. 
In this connection, it is recommended that 
the analyst rehearse the presentation at 
least once, and preferably several times in 
advance before friends or colleagues. Con- 
fidence grows with each such practice and 
the questions generated may well point 
to areas of the presentation that need 
checking or strengthening. 

As to the final step in a presentation, it 
is often advisable to present one or two 
alternatives to the recommended plan. If 
the plan is really good, the benefits will 
stand out in contrast for all to see. The 
executive gets a feel of the comparative 
worth of the plan as he sees it lined up 
against the next best. 

The successful salesman ends his pres- 
entation by asking for the order. The 
analyst should do likewise. He should 
ask management to approve the plan. In 
fact, if possible, he should make it easy 
for them to do so by having the neces- 
sary forms or papers ready for signa- 
ture. Then, as he sees that desired signa- 
ture scrawled on the official form, he can 
lean back and enjoy the moment. He has 
sold his project to management. 


Reprinted from September, 1950, issue 
of Systems and Procedures Quarterly, 


published by Systems and Procedures As- | 


sociation of America. | and Visible Records Cincinnati 12, Ohio 
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Where is the private-office execu- 
tive who doesn’t need certain pa- 
pers and documents right at hand 
—for instant reference? 


Or certain personal papers, lacking 
suitable housing elsewhere? 


The private office file cabinet is a 
recognized necessity, and genuine 
wood cabinets in the Globe- 
Wernicke tradition of handsome 
appearance, smooth efficiency, 
meet the need with distinction. 


Selected natural grains and color- 
ings of genuine Walnut and Ma- 
hogany, superbly finished, lend 
warmth and dignity. 


Cabinet interiors are steel for per- 
manent, smooth operation. 


Tri-Guard rod supports automatic- 
ally adjust the contents for fast, 
easy finding; papers cannot sway, 
sag down, or bunch up, certainly 
a help to the busy executive user. 


These aristocrats of the wood file 
domain stand for inspection at your Letter and legal sizes; 4-drawer standard; 
Globe-Wernicke dealer’s; you will 3-drawer counter height; 2-drawer desk 
find his name listed in the classified height. Optional arrangements of insert 


“ : om drawers, to accommodate cards, docu- 
phone directory under “Office ments, checks. A noteworthy G-W con- 


Furniture & Equipment.” tribution to office efficiency. 


Engineering Specialists in 
Office Equipment, Systems 
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oo days hath September, 
April, June and November... 


—your Royal dealer could give you ‘One-Month’ deiivery — maybe! | 


——— 


we can’t budge the calendar... 


and, in the face of capacity production far in excess of anything in our long history 
... these 4 factors have combined to affect shipments of Royal Furniture: 
1. U.S. GOVERNMENT PURCHASING DEMANDS hove taken a huge slice of our otherwise peak production. 
2. CRITICAL SHORTAGE of BASIC STEEL, chemicals, and other materials used in our manufacture. 


3. THE D.O. DEFENSE ORDER PRIORITY SYSTEM which places these orders automatically ahead of S 


domestic non-defense production. 


and 4. —the consumer demand for Royal and MORE Royal continues as it has throughout the years... a 
step ahead always of even our normal peacetime production! 


ce 
MORE ROYAL FURNITURE COMING—IF YOU CAN WAIT SS as) aa eh | 


Schedules may be off, but with our increasing capacity production and enlarged 
facilities ... we ARE delivering domestic merchandise in greater quantities each 
month. If you can wait .. . wait for Royal! And watch for new designs, new 
values and surprises you’ve come to expect from Royal! 


IF YOU NEED metal furniture for immediate use and cannot wait for Royal’s 
extended deliveries today, we suggest you purchase from our worthy competitors. 
Many of them make products of good quality which we recommend. Your Royal 
dealer is in full accord with this suggestion and free to serve you always! 


METAL FURNITURE SINCE '97 


ROYAL METAL MANUFACTURING COMPANY 


175 GNORTH MICHIGAN AVENUE - CHICAGO 1 
New York + Les Angeles +» Michigan City, Ind. - Warren, Pa. + Preston and Galt, Ontario 
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Office 


Management 


AND EQUIPMENT 


EDITORIAL 


January, 1951 


“No sense of RESPONSIBILITY” 


“WHAT HAS HE GOT that I haven't got?” 

How often the office manager hears that question, when some one is moved 
into a better position. And the person asking the question is usually very much 
surprised if the answer happens to be, as it should more often be, 

“More sense of responsibility.” 

When management executives complain of the qualifications of many of the 
young people seeking employment in the office today, they tend to put too much 
emphasis on knowledge as a job qualification. We must be sure that the people 
we hire possess the skills needed for the jobs we are hiring them for, or are at 
least capable of being trained quickly in these skills. But we must try to make 
sure also that they are the type of employee of whom we shall have to say 
later, “no sense of responsibility.” 

Many of the tasks of the office can be handled adequately by the clock-watchers 
and others with no real interest in their jobs, provided the right sort of super- 
vision is available. But the key jobs on every level must be exclusively for the 
people who have in addition to the necessary skills that awareness of the rela- 
tion of their jobs to the general procedural scheme of the organization and that 
willingness to assume responsibility which have always distinguished the leader 
from the led. 

As Lawrence A. Appley, president of the American Management Association, 
pointed out in the latest annual report of that association, the physical resources 
and the manpower of this country cannot by themselves meet the grave challenge 
of today. We are now more dependent than ever on managerial competence— 
“our skill in making the most of what we have.” 

In paying greater attention to determining the sense of responsibility of job 
applicants and in making that sense of responsibility a vital requirement for pro- 
motion, the office will definitely be working to make the most of what it has! 
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Superimposed on the skyline 
of a great city are lines in- 
dicating the areas of greater 
and lesser destruction, meas- 
ured from “ground zero,” 
center of an atom bomb 
explosion 


SYSTEMS AND PROCEDURES 


By JOSEPH G. NAGRO 


of General Foods Corporation, New York 
President, Systems & Procedures Association of America 


First of two articles. Second article will be in February issue 


WE in the Systems and Procedures Association be- 
lieve that business men owe to their country and to 
their stockholders a responsibility to act at once, 
without nervousness or undue optimism, to insure 
the minimum disruption of essential business service 
to the country in the event of war, consistent of 
course with the requirements of the armed forces. 
This means that the problem must be thought out 
completely at once and a full set of long-range plans 
developed to cover the full range of definite possi- 


THE PICTURES with this article are from a 
new 16mm sound motion picture, “Pattern for 
Survival,” dealing with personnel protection 
from atomic bomb attack. Featuring William 
L. Laurence, Pulitzer Prize winning science 
writer for the New York Times, it was produced 
by Marsak Films, 220 West 42nd St., New 
York, with the cooperation of the Army, the 
Navy, and the American Red Cross. 


This 20-minute film, in color or black and 
white, has won the praise of leading health, 
safety, and defense officials, and is already be- 
ing used in the training programs of a number 
of corporations. 
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bilities. Such planning should seck to recognize all 
problems which may reasonably be considered in the 
realm of probability, even though at present there is 
not too great a likelihood of some of them coming to 
pass. The extent to which planning for each contin- 
gency is to be developed and finalized at this time 
will then depend upon what the planners feel are the 
chances of a further drift towards war. At any rate, 
the important thing to consider here is the necessity 
to give the whole broad matter the full thought and 
attention it deserves—today, not at some indefinite 
time in the future. 

Because the Systems and Procedures Association be- 
lieves this to be true, our research committee has 
embarked upon a project entitled “Developing A 
Blueprint for Company Survival of Atomic Disaster.” 
This is a broad project which includes consideration 
of the varied possible business conditions which will 
be encountered all along the way through the mobili- 
zation period and eventually up to and after an 
atomic bombing. In it, we are not confining ourselves 
to such things as record preservation alone, nor ex- 
tending into areas where we would be giving instruc- 
tions to specialized industries on how to handle 
specific situations or conditions. Neither are we 
attempting to invade the field of federal officials in 
their work of coordinating the various national mo- 
bilization programs. 
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Employees must be familiar with shelter areas 


In pinch, desk can offer some blast protection 


for the Wartime Office 


Here is a discussion of the policies which should guide executives 


in meeting the special problems the foreign situation imposes 


We believe that the greatest unfulfilled need at 
present is to supply the average business planners 
with a workable guide or outline which can _ be 
adapted to the individual requirements of each com- 
pany. Therefore, we have gone to work along those 
lines, to produce a result which could be used by 
business men in doing their own top-level and de- 
tailed planning. Since this will tie in with the various 
national programs now under way, cataloging the 
more important reports, check lists, etc. which are 
being issued on a number of specialized subjects 
relating to this work, it should insure the most effi- 
cient use of whatever manpower and facilities are 
available, as time goes on. While there is still much 
to be done on this work before it is ready for public 
release, I don’t think it would be jumping the gun 
too much to tell you a little something about it now 
—since we feel that wrapped up in it is the whole 
answer to the question—what is the place of systems 
and procedures in a wartime economy? 

In approaching this broad problem, it was our be- 
lief that, at least for the duration of any wartime 
emergency, systems and procedures men should receive 
from management a two-fold assignment: 


First: To handle, or assist with, whatever plan- 
ning is being done in contemplation of 
war mobilization or actual armed conflict. 


Second: To work out in advance, the necessary 
systems, procedures, time schedules, and 
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detailed instructions required to put these 
plans into effect as they are required. 

We have made the inclusion of systems men in 
top-level planning a feature of this pattern, whether 
or not the planning function is normally a part of 
the work of the systems department, because we are 
sure that in this case the working up of a plan cover- 
ing such drastically changing conditions as are en- 
visaged could be done best if systems people partici- 
pated in each step of the planning as it progressed. 

When that premise is accepted, we can move on to 
the first question faced in our study; how to deter- 


(To page 64) 


Under desk or couch, with arms protecting face 
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For today’s FORMS CONTROL 


By C. F. BOVE 


Supervisor, Methods and Procedures 
Davison Chemical Corporation, Baltimore 


AS INDICATED by the title, this discussion covers 
two rather distinct yet unquestionably related topics. 
Whether in conversation or in writing, inevitably you 
will find that both topics will receive consideration 
when either is discussed. I feel both topics to be of 
sufficient significance to warrant joint consideration 
here. 

During the past several years, forms control has 
received considerable attention. It has been a much 
discussed and written about subject. Most of us are 
aware that there is a continuing need to emphasize 
its importance, because of the significant benefits 
obtainable through the adoption of a forms control 
program. It’s surprising in view of the recognized 
importance of this subject, how many companies still 
have not adopted any kind of formal policy in this 
matter. The Davison Chemical Corporation has rec- 
ognized the importance of a forms control program. 


In fact, a formal policy was adopted several years 
ago. In this respect, we are more fortunate than many 
others in that management has given its complete sup- 
port to the adopted program. 

While our control practices may not be the best, 
we are getting impressive results and we are contin- 
ually striving to improve our program and obtain 
better results. We hope in the future to have a forms 
control program that is superior to the one we have 
at the present time. 

In commenting upon forms control, it is my inten- 
tion to deal primarily with the inventory control 
phase of this subject, rather than with control through 
forms standardization and the other facets of. control. 
It has been frequently said that inventory control of 
record forms can be as important as the control of 
materials for production. Instead of questioning the 
accuracy of this statement, let’s take a different ap- 


THE DAVISON CHEMICAL CORPORATION 


MEMORANDUM TO: 


Kindly 


AT RIGHT: Exhibit 1—ques- 

tionnaire used at Davison 

Chemical Corporation to de- 
termine re-order action 


PAGE OPPOSITE: Exhibit 
2—the form control record 
u 


Baltimore 3, Maryland 


supply us with the following information which 
will indicate to us if reorder action is necessary: 


QUANTITY ESTIMATED 


DESCRIPTION OF FORM = = =» - ON'_HAND 


desired 
If any changes in form design, etc., are 
please indicate such changes on a specimen form and f 


to us with this 
appreciated as the supply of c 


questionnaire. Your prompt attention will be 


ertain forms is estimated to be 


very low at some locations. 
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Yours very truly, 


January, 1951 
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AND OFFICE ROUTINES 


Practical ideas and suggestions are to be found in this paper, 
originally presented at a Davison Chemical Corporation 
controller’s division seminar 


proach and consider the merits of the statement. I 
think the merits of the statement will be fairly obvi- 
ous if we will evaluate the moral contained in the 
old rhyme: 

For want of a nail the shoe was lost; 

For want of a shoe the horse was lost; 

For want of a horse the rider was lost; 

For want of a rider the battle was lost; 

For want of a nail the kingdom was lost. 

While it might be an exaggeration to say “for want 

of a form the company was lost,” nevertheless it’s 
entirely understandable that “for want of a form 
some business was lost.” You probably have heard 
of instances, as there are many classic examples, where 
a transaction has been reconsidered the next day and 
the order or contract has been lost, simply because a 
form was not handy at the time of negotiation. Forms 
must be available when needed, yet the quantities on 


(a) 


SUPPLIER 


hand at any given time should not be excessive, be- 
cause changing conditions require form revisions and 
cause obsolescence. Also, the funds represented by 
the cash value of excessive quantities of forms usually 
can be more profitably employed by any company as 
working capital. 

Here at our Baltimore oilice when a new form is 
originated, a form number is normally assigned and 
the maximum-minimum quantity to be carried in in- 
ventory is established. Information obtained from the 
requisition, supporting the request for the form, as to 
anticipated usage, coupled with our knowledge as to 
the amount of time usually required for processing, 
etc., enables us to anticipate fairly accurately the 
probable inventory requirements. Form requirements 
once established are by no means fixed. Maximum- 
minimum quantities are changed whenever deemed 
necessary as indicated by reorder activity or upon our 


INVENTORY 


ANNU AL 


FC NO. LOCATION 
USAGE DATE QUANTITY DATE 


QUANTITY 


PURCHASE DATE UNIT 


as rs RE-ORDER 
ORDER NO | REC’D | PRICE REMARK S DATE 
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Form Control Record 
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receiving specific information which indicates an an- 
ticipated increase or decrease in usage. 

We also maintain maximum-minimum quantity 
records for certain printed forms used at the division 
and branch locations but which are normally pur- 
chased through the Baltimore office. The control 
record sheets on these forms, together with the ques- 
tionnaire forms, which are sent out by the methods 
and procedures department at estimated reorder time, 
provide the information necessary to control inven- 
tory quantities. Although the keeping of such control 
records at times requires a considerable amount of 
time and effort, we feel that the benefits derived more 
than justify the attention given to such activities. 

Exhibit 1 with this article—the questionnaire form, 
is simply a form letter on which we insert the date 
and the FC number and title of the form or forms 
which are up for reorder. It is necessary that the 
using location complete the required information by 
indicating the quantity on hand, the estimated 
monthly usage, and on a specimen form, if required, 
indicate any changes desired in form design, etc. 

When the questionnaire is returned to us, we uti- 
lize such information, together with control data as 
disclosed on Exhibit 2, herewith, to determine just 
what order action is to be taken. 


POINTS TO CHECK 


Let’s digress at this point and briefly review some 
of the form details which should normally be given 
consideration before order action is taken. Naturally, 
the necessity of recognizing some of the subsequently 
enumerated details will vary, depending upon the 
status of the form being ordered. Status in this in- 
stance is referring to whether it is a new form, a modi- 
fication of an existing form, or a reorder of an exist- 
ing form without any changes. 


1. Authority of requestor to originate a form. 

If the originating source of forms is not controlled, 
subsequent control will involve trying to correct mis- 
takes that should not have been made in the first 
place. 


2. Form design. 

This must be considered, as it will affect the form's 
ultimate appearance, the cost of preparation, and the 
expense inherent with use. 


3. Form specifications. 

Before anyone can print the form, specifications 
must be established. Kind of paper; size; color of 
paper and of ink; how many sides of paper will be 
used or printed on; whether punching or padding or 
both are to be required; whether form is a single 
sheet or will be used in a set, since registration and 
carbon paper needs are affected; when form is needed. 

These and many more details have to be recognized 
if a good printing job and satisfactory form is expec- 
ted. At times, because of expected delivery date and 
other similar factors, we have to use our judgment 
in supplying such details. If the requesting location 
will remember to furnish specifications, as completely 
as possible, the form usually will be processed faster 
and there is less likelihood of it being unsatisfactory 
for the intended application. 
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A. Devaney, Inc., N. Y. 
Good forms underlie all office effreiency 


Exhibit 2, the form control record, is maintained by 
the methods and procedures department on those 
printed forms which are used at the division and 
branch locations, but which are normally purchased 
through the Baltimore office. For all other printed 
forms normally carried in stock at the Baltimore 
office or at the Curtis Bay Works such comparable 
information is maintained as part of the stockroom 
records. Through the use of bin cards and other 
similar media and through the establishment of re- 
order points we are assured a timely report notice. 
Reorder notices are issued and, after being reviewed 
by the methods and procedures group for possible 
changes in design, usage, and other details, are ap- 
proved and are routed for requisition preparation. 

The form control records used in the methods and 
procedures department are prepared in columnar style 
and indicate the following information: 

a. The form title 

b. ‘The source of supply 

c. The FC number—this number may vary as be- 

tween locations because the form design require- 
ments of the various locations in some instances 
are different 

d. The location using the form 

e. Annual usage 

f. and g. Inventory information—date and quan- 

tity on-hand. 

The balance of the space on this form is used to 
record order action and information such as: 

h. date order issued 

i. quantity ordered 

j. purchase order number 

k. date forms received 

1. unit price 
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m. space for necessary remarks or comments 

n. date when re-order action should be considered. 

We urge all our locations to keep an inventory 
record of forms and significant supplies. Such a rec- 
ord, coupled with the use of a receiving ticket, a 
withdrawal requisition form and/or the taking of a 
monthly physical inventory, will permit the charge-off 
of supplies in the proper accounting period. Such a 
record will preclude running out of forms if appro- 


priate maximum-minimum quantities are established 


and heeded. Such a record will assist in maintaining 
reasonable inventory quantities. 

I have used the phrase “a withdrawal requisition 
form and/or the taking of a monthly physical inven- 
tory.” If an accurate physical inventory is taken at 
the end of the month, it would not be necessary to 
use withdrawal requisitions to determine the usage 
for the month. Also, if withdrawal requisitions are 
used to determine monthly usage, it is not necessary 
to take an inventory every month in order to obtain 
reasonably accurate figures for the charge-off of sup- 
plies used during the month. However, with the 
combination of withdrawal requisitions and the tak- 
ing of a monthly physical inventory, more accurate 
usage figures will be obtained. 

As I have indicated, in the Baltimore office at the 
time of processing a reorder requisition consideration 
is normally given to the need for possible changes 
in the form. While such changes are usually made 
as a result of suggestions received from the user or by 
reason of our continuing efforts to improve on forms 
already in existence, we in the methods and proced- 
ures activities feel that improvement in forms is a 
joint responsibility — not a one-sided proposition. 
The combined efforts of the form user and the per- 
sonnel of the methods and procedures group should 
be employed to improve on forms in use. This un- 
questionably is the better arrangement, and should 
yield results superior to these obtained from the in- 
dependent efforts of either party. 

Ideas or suggestions as to changes in form design 
should have the following objectives: to improve con- 
tinuous writing flow; to reduce writing to the mini- 
mum; to obtain a standard or more practical size; 


to get full advantage of machine facilities; and other 
similar betterments. 

They can be important factors in accomplishing a 
considerable savings in both time and money. 

The second topic included in this discussion—while 
not heretofore specifically mentioned—has indirectly 
been receiving our consideration. The forms control 
functions in office routines automatically focuses at- 
tention on some of the prerequisites for vigilant ad- 
ministration of staff responsibilities. You have prob- 
ably heard or read some place, as I have, that cost 
reduction is a post-war problem. To my way of 
thinking, this is an under-statement. I believe that 
cost reduction is a continuing problem, only we are 
more aware of it during times of an inflated economy 
than we are during so-called normal times. It seems 
that at the present time, more than ever before, the 
cost of performing necessary office functions is con- 
tinually increasing. Social security costs keep mount- 
ing, wages generally increase as the cost of living 
increases, the cost of office supplies keeps increasing 
and the same can be said for other similar items. The 
increases just can’t go on and on and nothing be 
done about them. Remember, the selling prices of 
products produced don’t automatically increase just 
because certain costs have increased. 

At this point we are automatically confronted with 
the question—how are we to cope with constantly 
increasing costs? We just can’t arbitrarily reduce the 
number of office employees to offset the amount of 
increase. Generally, the volume of work doesn’t de- 
crease; probably in more instances it actually in- 
creases. Therefore, we have to look in other directions 
for possible cost reductions. Usually we endeavor to 
find ways of simplifying and standardizing office func- 
tions and job routines. This encompasses many of 
the factors which will subsequently be mentioned. 

When considering form design and control as a 
means for reducing costs or increasing office efficien- 
cies, many of the essentials of good office routines 
automatically receive attention. To give you some 
specific illustrations in this connection, let us consider 
some of these essentials. 

(To page 65) 


Our microfilm edition available 


MM FOR THE FIRST TIME, general, special, or com- 
pany libraries now have the opportunity to provide 
themselves with a microfilm edition of Orrick MaAn- 
AGEMENT AND EQUIPMENT. 

The publishers of this magazine are cooperating 
with University Microfilms, Ann Arbor, Mich., to 
make available to such libraries microfilm rolls each 
of which contains a year’s issues of the magazine. Our 
issues for the year 1950 will be the first obtainable in 
this form. 

Sales are restricted to those subscribing to the paper 
edition and the microfilm roll is only distributed to 
purchasers at the end of the volume year. The micro- 
film copy is a positive, furnished on labeled metal 
reels. 
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University Microfilms, 313 N. First St., Ann Arbor, 
Mich., will furnish full information on request. 

With the great number of publications of all kinds 
available today, libraries have a difficult problem pro- 
viding shelf room for those required by their readers. 
Under the University Microfilms plan, the entire an- 
nual volume of a publication is provided in a single 
roll of microfilm, in editions of thirty or more, at a 
cost approximately equal to the cost of binding the 
same issues in regular library binding. 

Under this plan the library circulates the printed 
copies of its magazines unbound for the two or three 
years which usually is the period of greatest use’ The 
copies are then scrapped and their place taken by the 
micro-film roll. 
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BUILDING EXECUTIVES 


at American Brake Shoe 


By GRACE BUCKLEY 


THE MENTAL NUTRITION that is mingled with 
cold cuts, green salad, and pastry in the daily menu 
at the board room luncheon table in the office at 230 
Park Avenue, New York, of William B. Given, Jr., 
chairman of American Brake Shoe Co., 230 Park 
Ave., New York, has aided many a young man in 
that company to grow to executive stature. 

At this table, where Mr. Given usually lunches 
when in town, sometimes alone, but more often with 
a group of associates, serious company problems and 
future plans are discussed with complete informality 
and frankness. 

Members of the luncheon group are chosen on the 
basis of the problem to be considered. But the in- 
vitation almost always includes two or three young 
men from different departments who participate with 
the seasoned experts in the discussion and thus broad- 
en their understanding of management. 

The American Brake Shoe chairman likes to expose 
these embryonic executives to discussions that will 
aid their growth, so he makes a special effort to in- 
clude them whenever the problem to be thrashed out 
concerns a plant labor negotiation, a battle over 
advertising copy, a product-pricing argument, a finan- 
cing negotiation, a discussion of new markets or 
research, or pension system planning. 

The young men not only acquire an insight into 
the many-faceted problems that executives must solve 
with fairness and understanding; they are also stimu- 
lated by the frankness with which the various issues 
are explored and opposing views advanced. ‘Vhrough 
their reactions to the lunch table “arguments, battles, 


Board Room luncheon at American Brake Shoe 
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Uae 


© Fabian Bachrach 


William B. Given, Jr. 
Chairman of the Board 
‘ American Brake Shoe Co. 


and laughs,” Mr. Given, in turn learns much about 
the traits and aptitudes of the young men, knowledge 
that enables him to help them more effectively. 

Through group discussions young men also suggest 
how their own training may be improved and frankly 
criticize company philosophies and policies. Eight or 
ten of these youngsters who have completed appren- 
ticeship courses and have had a vear or two in sales, 
operating, or purchasing are invited at occasional 
intervals to the New York ofhce, where a series of 
meetings are held. 

At their first meeting a company officer explains 
that the group discussions have been arranged with 
the hope that many criticisms and suggestions based 
on their individual experience with the company can 
be relayed anonymously to management, indicating 
(1) where and in what ways the handling of appren- 
tices is poor, (2) how the apprenticeship course can 
be improved, (3) where and how the general philoso- 
phies and policies as set forth in company talks are 
not being carried out in various plant or office set-ups, 
and so on. 

After convincing his audience that “no holds are 
barred” in their discussion and recommendations, the 
officer leaves the session and the group carries on 
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alone. The three or four follow-up meetings are also 
conducted without any representative of the company 
being present, the young men finally submitting the 
minutes of their discussions to management. 

As a result of these meetings, according to Mr. 
Given, the company has been made aware of many 
faults of which it was not conscious—and has gone 
about correcting them. Group participants also profit 
by the opportunity for self-analysis—their progress in 
relation to others as reflected by what they know of 
Brake Shoe and its policies, their sense of loyalty, 
attitude toward their boss, and many other points. 
They also have the opportunity to re-appraise their 
bosses and others working with them in the light of 
other participants’ appraisals of their bosses. Finally, 
they are better prepared through these meetings for 
the position of boss, in plant or office, when the op- 
portunity arises. 

All the training methods of American Brake Shoe 
Co. are planned to release talents and initiative and 
make the climb from office boy to top executive not 
a dream but fact. And so it has become. Three men 
occupying important positions started work at the 
age ‘of thirteen. Opportunity, training, and rigorous 
outside study—college course at night—enabled them 
to reach top rungs. The assistant controller and 
auditor began his career as an office boy when eight- 
een years old. The employee relations manager was 
originally a clerk, and the vice-president in charge 
of sales of two of the company’s important products 
began as a stenographer and clerk at sixteen. 

Teaching methods in both office and operating de- 
partments are compared by Mr. Given to those of a 
tutoring school, with individual instruction of theory 
and practice. There are ten separate businesses in 
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Mr. Given and some of his associates meet at luncheon 
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this decentralized organization, and a service division, 
headed by Mr. Given, which relieves operating de- 
partments of numerous responsibilities. This division 
includes research, purchasing, accounting, export, 
construction and maintenance, safety and hygiene, 
labor relations, advertising, secretary and treasurer, 
legal, and other services. 

Each department has in its beginners’ course several 
apprentices, currently averaging five. The apprentice 
worker is encouraged throughout the course to make 
suggestions regarding his training, as for instance, the 
length of the period spent in different departments, 
fixed to meet his special needs. The ex-apprentice 
who acts as his advisor meets with him monthly for 
discussion and arranges a half-day meeting with a 
division executive every six weeks for further discus- 
sion of problems and progress. 

Valuable in developing executives is one company’s 
practice of widening the range of the young employ- 
ee’s experience. If he works in the offices or other 
departments of a plant, he visits the general offices 
and observes their various functions—or if in the 
headquarters offices, he acquires experience in the 
field. For, Mr. Given holds that the successful execu- 
tive “must think of his job as it relates to the whole 
business—increased efficiency, more dynamic effective- 
ness, Customer service, making more money.” 

Exposure to the problems of management and the 
encouragement of initiative in solving them is not 
confined to the board room luncheon table in Mr. 
Given’s offices, to conferences of promising young 
men, or even to training programs. 

Maximum exposure of the individual to every type 
of company problem is the president’s objective. 


(To page 70) 
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recent trends in TRAINING 


By JULES M. GRAUBARD 


Personnel Administrator 
Chase National Bank, New York 


First of three articles. 

Second will be in February issue 
Office executives everywhere will find stimulating this text of 
a talk acclaimed as a highlight of the Office Week Forums at the 
1950 National Business Show. It was presented under the aus- 
pices of the Transcription Supervisors Association. ‘The Forums 
will again be a feature of the 1951 National Business Show, 
at Grand Central Palace, New York, October 22-27 
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TTRAINING HAS GAINED almost universal accept- 
ance in industry today. It is not difficult to sell 
management on the need for technical training. If 
you want to send your people to an IBM school, you 
can sell that pretty well. If you want to train typists, 
fine! But, when it comes to the question of training 
people not only in the handling of equipment, but in 
the handling of people, that, I am afraid, is a little 
harder to sell; we are not as ready to accept training 
in human relations. 

You know, our country has advanced tremendously 
along technological lines. We have no equals in the 
field. But something has happened while we have 
been concentrating on getting better ice-boxes and 
more television and radios. We kept losing sight of 
moral and human values. 

We love to work with machines. They are easy to 
deal with. They don’t talk back to you. They don't 
ask for overtime pay. They don’t want watches when 
they retire. The litthe machine at home doesn’t be- 
come ill so that the big machine has to stay home. 
It is so easy, it is so pleasant, to work with machines. 
They most always do as they're told. 

People, however, are a little different, aren’t they? 
They are not as docile as machines. They have sensi- 
tivities. They can be thrown off gear by a harsh 
word. 

Something else is important. Since we can all buy 
the same machines, how then do we meet competi- 
tion? How is my bank going to be better than your 
bank? It is not in the way we handle the machine, 
because the manufacturer will tell you how many 
items you can get out of that machine an hour, and 
if you beat it to death, you can’t get more. 

How then do we meet competition? 

By the manner in which we handle the people who 
operate the machines. We are concerned not only 
with how the girl operates the machine. Does she 
want to operate the machine? Is she motivated to 
operate that machine? And, when we come to train- 
ing, does she want to be trained? 

You know, every company is training. You are do- 
ing training, whether you know it or not. You may 
be training in a negative way; you may be training 
people poorly; you may be training them to be 
followers instead of leaders: But you are training 
them. 
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If you are not in the driver's seat of training, you 
are training people to lose their initiative, to become 
followers. If you are going to short circuit your super- 
visors by going over their heads and allowing em- 
ployees to go to top management outside of channels, 
the supervisor who is being skipped is not getting 
training in the proper methods of supervision, and he 
soon begins to lose the skills that are necessary for 
his work. 

Before we go to training, let’s remember and recog- 
nize that we are not training employees; we are 
training individuals, and we can’t train them all 
alike. All men are not created equal, I am sorry to 
say. We differ from one another in many ways. We 
differ physically, we differ in mental ability, we differ 
in temperament, we differ in the amount of exper- 
ience with which we come to the jobs; and if you 
want to train people well, you must recognize that 
they differ. 

We know also that people learn better and faster 
when they like to do what they are doing. That is 
part of motivating, of wanting to learn what is to be 
done. 

More important, we know that people work be- 
cause they are constantly endeavoring to satisfy some 


People look for individual recognition 
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basic human needs. There is nothing new. in this. 
Our psychologists have emphasized this for a long 
time. Very rapidly, however, let me list five of those 
very basic human needs that people are endeavoring 
to satisfy as they continue to work for you. 

No. 1. Recognition as an individual: 

We want to be recognized as an individual in this 
way: It is not, “Miss, over there, would you do this 
for me?” But, it is, “Miss Jones, would you mind do- 
ing it for me?” because Miss Jones wants to do that 
job for you not as just a number, not as an employec, 
but in the way Miss Jones does it, and that way is 
going to be different from the way anybody else in 
that organization does it. Recognition as an indi- 
vidual! 

No man wants to be a social security number or a 
number on a payroll. We do things to satisfy our 
psychological needs that we wouldn't do for money. 

People want a chance to be heard. They want a 
chance to air their grievances. They want a chance 
to give you suggestions about improvements. If you 
are not giving them that opportunity, you are cutting 
off a vast and vital source of information that comes 
from below to help you run. your organization and 
meet competition. 


No. 2. People want a sense of belonging: 

We are social animals. We work better when we are 
in groups. 

Let me tell you a little story to illustrate that point. 
In our office, we recently hired a young girl. Two 
days later, as luck would have it, another young lady 
was being married, and a collection was being taken 
up for a gift. When the secretary doing the collecting 
came to the desk of the newcomer, she skipped it, 
and, at the end of the collection, the newcomer came 
up and said, “I would like to contribute my quarter.” 

“Oh, no, it is not necessary. You don’t even know 
the girl. You have only been here two days. It is not 
necessary. We don’t want your quarter.” 

“But I want to give my quarter.” 

What was that person saying? “Look, take me in; 
I want to be part of this team. I want to belong.” 

People want to join. Are you reaching out for 
them? 

One of the things you can do is to dramatize your 
service or the product, and there isn’t one of us repre- 
senting an organization who cannot in some way 
dramatize the products which we are putting out on 
the market. These people who work for you should 

(To page 66) 


Job applicants are put at ease at Mutual Life Insurance Co. of New York 
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PAYROLL TAX INTEGRATION 


From the employer’s 


viewpoint 


By WAYLAND S. BOWSER 


Controller, Blaw-Knox Company, 
Pittsburgh 


D. g. 7REASURY Okt aRnene EMPLOYER'S QUARTERLY FEDERAL TAX RETURN 


1. Federal ncome)Tax Withheld From Wages (If not required to withhold, write None”)... comes em 


2. Adjustment for preceding quarter(s) of calendar year. (Attach explanation. See instructions)...|$ | _ 
Seeds withheld, as adjusted -...... Enter Adjusted Total Heres} a 


ral Insurance Contridutions Act ‘Taxes (in no o tazable + wages paid, write ‘ “None’” 
4“ 4. ale of employees(isted in Schedule A-S—__; 5. Total taxable aN paid 
6. - oo o+ee 


% of wages in Item 5(%% employers’ tax and 1% 


7. Credit or adjustment. (Attach explanation. 


8. F. 1. C. A. taxes (Item 6 as adjusted by Item 7)... Aga oe my a rn 
9. Total taxes (Item 3 plus Item 8). See Depositary Receipt Record € eesti Low... 


on , a wad a oa 
stamidbeices vaceonehied 1$ 


I declare ste the penalties of perjury that aa return (including any ig dules and ts) has been d by me and to the best of my knowledge « and 
belief is a true, correct, and complete retu: 
(Signed). . eeintesinie ini census sciinnisocgerpeessouuesneseesete beccedssnccescccescocoers senecocey —_ 
was nia aise president, partner, member, etc.) ~—_ si 
D 
ae Make check or money order payable to 
ended “Collector of Internal Revenue.” 
Space below for Collector's use 
1. T. Withholding F.LCA. 
a ° 
. NS MescapideteaiesseGl) nathensssanrisedecntiigin 
Int. 
10. ddrees of principal of business, and identification 
oat p yaey entered, fam necessary change.) Total $ $ 


NOT DETACH AT THIS 


ll. Does employer named above expect to pay taxable wages in the future? Yes[] No({] 
Enter here the last date of payment of taxable wages 


Write “Final Return” at top of this page. 


198 12. Has a change of ownership, or other 
ee transfer, of the business taken place 


Il "No": during the quarter? Yes() No{J 
Attach stat t showi stodian and location of records. 
Check reason in atnduiiate block below: If “Yes,” attach statement showing 
D Sale of business to successor 0 Discharged all employees, but still in business name and add of your 
O Complete liquidation of the busi Sees Sone ee ae or predecessor. 
EN ES AT TD 
DEPOSITARY RECEIPT RECORD 
This space is to be used onlySy employers Serial No. of Form 450 Fed. Res. “Received” Date Amount 


who make deposits of Gncome tax withheld 
and F. I. C. A. taxes. Every employer who 
is liable for more than $100 of these taxes 
during a month should deposit such taxes in 
a Federal Reserve Bank or an authorized 
local bank in accordance with Circular E. | ------------- rereeeeees 
Such deposits for the third month of any | ---------------- eecenonses 
quarter, and deposits of $100 or less, are | --------------------- 
permissible but not required. Each deposit 
should be accompanied by a Receipt Form | ..............---.....-..--.-.---- 
450 which will be validated by the Federal | ......................... anes 
Reserve Bank and returned to employer. | -.-.................---....------- 
Validated receipts should be listed in this | -..............------..-...---.-- 
space and submitted with this return, together | _--..~---.-.-------------------- 
pone —_ other remittances as may be nec- Total of all Depositary iat. 


; er side of this fom 


Above . Total Payments (same as Item 9, 


pa total taxes shown in Item 9 Total of other Remittances (Such as Cash, Check, 
6m other side) 


THIS FORM MUST EE FILED WITH U. S. COLLECTOR OF INTERNAL REVENUE ON OR BEFORE THE LAST DAY OF THE FIRST MONTH FOLLOW- 


ING THE CLOSE OF THE QUARTER EVEN THOUGH NO TAX IS PAYABLE. 


saat $ 


ABOVE. $ 
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IN THE BEGINNING I must say that I do not 
presume to speak the viewpoint of all employers. 
There may be many who would disagree with me. 
Nor do I represent my remarks to be the viewpoint 
of the company by which I am employed. I'd rather 
have you consider my remarks as my own opinions. 

Assuming that employers, or in other words, man- 
agement men, feel as I do, they are fed up with the 
tax collection jobs which are forced upon them by 
every conceivable sort of taxing authority. Take -a 
good look at the problem and you will see what a 
burden it is. 

In addition to federal income and old age taxes, 
my company has to deduct from payrolls, account for, 
and pay over numerous other taxes, such as: 

a. Gross income taxes on employees who reside or 

work in the City of Philadelphia. 

b. Unemployment insurance taxes on employees 
who work in the states of Alabama, California, 
and Indiana. 

c. Gross income taxes of 1% on employees who 
are non-residents of Indiana but whose wages 
for work performed in Indiana exceed $1,000. 
Annual per capita taxes of $5 levied by the 
School District of Pittsburgh on all employees 


lanl 
— 


and their spouses who live in this city, and were 
21 years of age or older on the prior January 1. 

e. Such taxes as are paid voluntarily and are gar- 
nisheed by boroughs, cities, and townships of 
Pennsylvania. 

f. Income taxes of certain employees who work 

in New York State. 

Payroll tax deductions are not the only tax collec- 
tion jobs placed on management. Twenty-three states, 
New York City, and the District of Columbia expect 
a business to collect sales and use taxes from its cus- 
tomers who reside in those jurisdictions. And now 
that two counties in New York State have caught 
on to that idea, I wouldn’t want to guess the extent 
to which sales and use taxes will go. 

Some time back, Congress was considering the idea 
of compelling corporations to deduct 10% of div- 
idends. If the stockholder owed no tax under the law, 
he could get a refund. Had that law been enacted 
it would not only have placed a sizeable clerical 
burden on corporations, it would also have estab- 
lished a principle that the incomes of people may be 
seized temporarily whether or not they owe any tax 
under existing law. 

(To next page) 
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PAGE OPPOSITE: Exhibit 
A — revision of Form 941 — 

suggested by Mr. Bowser 1. Total number of copies of employees’ state- 


ments (Forms W-2a) transmitted herewith... 


Reconciliation of Quarterly Returns of Income Tax Withheld on Wages 
need 941 or hati With Unseen 1 Tax wine Statements (Forms panied 


__1950 


3 “Total income tax withheld on wages hie 1950 as dite in item 3 
of Forms 941 or line 3 of Forms W—1: 


et 


Quarter ended March 31 2... $.-.... nila 
RIGHT: Exhibit B — Sug- 2. Total income tax withheld on wages during 1950 Quarter ended June cece icone Arial es 
gested revisions for Forms shown by copies of employees’ statements » ses 9+ aa wis | 
-3 and W-2a s y copies y' Quarter ended December 31 —_ 
_——S= on wages (Forms W-2a). $_____(A) TOTAL __.. . ale — | 
Form W-3 a, 14 FEDERAL TAX ORIGINAL 
“‘Sereal Recomes Borciss” Reconciliation rl ‘ome Tax Withheld on W: 
(Forms 941 or W-1) ae. ~ ‘wma Statements (Forme W-2a) _1950 
1. Total number of copies of employees’ state- 2. raking dig 5 as shown by copies of 
ments (Forms W-2a) transmitted herewith pl ts  (FormsW-2a) $ (A) 


Quarter ended March 31... 

Quarter ended June 30 

Quarter ended September 30 

Quarter ended December 3! 
TOTAL.__.. 


3. Totalacometax withheld on wages during 1950 as shown in item 3 4; F |CA TAX as Swown 


of Forms 941 or line 3 of Forms W—1: 


s. Tora. TAXES AS 


IN 1TEM 8 OF FoRA G4! Shown in iT 

oF toRnmM T41 

_esientenes Women "ge Rome reee aca REARS: 

‘WS 
— ES _—E 
GEO LETTE SAR AE A EG 

QuadRu TRIPLICATE 

OLDING STATEMENT — 1949 COLLECTOR'S yay 


Wages Paid and Gacomp Tax Withheld __ 


Marital Status 
1. Single 2. Married 


BLA®-KNOX COMPANY 


Ape. Bm. 11-28-48 


EMPLOYER BY WHOM PAID (Name, Address, an Sorial Security Identification Number) 


2028 FAPYERS BANK BINILOING 
PITTSSURGH 22, PA. 25-0559930 
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Think for a moment, too, about the pay the em- 
ployer gets for his services as tax collector. I grant 
ihat there are a few jurisdictions which allow him 
to retain a percentage of the tax. Most of them offer 
him nothing but the avoidance of direct liability and 
penalties. 

I'll admit that the Federal Government allows a 
corporation to deduct its cost of collection in com- 
puting taxable income and thereby pays up to 38% 
of that cost in reduced income taxes. Maybe we 
should consider ourselves lucky that the income tax 
rates are to be boosted; the government will be pay- 
ing a higher percentage of our tax collection costs. 
Maybe we should consider ourselves luckier still that 
an excess profits tax has been enacted. Maybe we 
can get most of our cost back that way. 

That will give you some of the background of why 
I feel the way I do. Its bearing on my subject is 
simply this: employers are entitled to relief wherever 
there is a practical way to reduce the paper work. 
In my opinion, it is feasible and practical to integrate 
federal withholding and social security taxes. I've been 
trying to sell that idea for the past seven years; and 
I want to present a few thoughts on how it can be 
done. 

First, let me say that the original method of col- 
lection of the old age benefit tax, namely by payroll 


deductions, automatically forced the exclusion of a lot 
of people. The law has recently been changed and 
now covers some domestics and farm workers as well 
as some self-employed not formerly included. It still 
excludes, however, professional people and other self- 
employed all of whom, in my opinion, have as much 
right to a federal pension at 65 as you or I. They are 
Americans and they are workers, so why the discrimi- 
nation?. 

Regardless of that, however, since the new law does 
include self-employed people, some method of tax 
collection has to be devised which will handle those 
cases and the method decided upon should be uni- 
form, if possible, for everyone. 

The answer then, it seems to me, is to collect the 
old age benefit tax from all individuals through the 
medium of the income tax return, and to withhold 
both the income tax and the old age benefit tax 
through a single deduction from a combined table. 
(The new Social Security Bill as passed by the Senate 
had a provision under which the old age tax and the 
employee's income tax would be withheld as one lump 
sum. It is too bad that this provision was deleted 
prior to final passage.) 

The combined table should be constructed by add- 
ing the proper percentage (now 114% of the highest 
wage in each bracket) to the withholding tax. These 


Exhibit C—changes suggested for Form W-2 


Form w.24- 


U.S Treseury Depertment 
Internal Revenue Services 
—— 
——————— 


Wages Paid and \ncomg Tax Withheld 


Soca, SECURITY CoPy 
ORIGINAL 
Do Not Lose This Sta i 


NOTICE TO EMPLOYEE g 
THIS STATEMENT IS IMPORTANT! IT MUST BE ATTACHED TO YOUR U. S{INCOMB)TAX RETURN FOR 1949 


TRIPLICATE 


(Print Name and 


full address) Single 2. Married 


EMPLOYEE TO WHOM PAID 


Marital Status | 
1 


Social Security No 


Stal wages (before pay roll rn Ga 
deductions) paid in 1049 Tax Withnele, “~y 


r 4 


rn aa a. 4% i 


WITHHOLDING STATEMENT — 1949 
ye ty Wages Paid andGacom) Tax Withheld 


COPY 
(DUPLICATE) 


KEEP THIS COPY FOR YOUR OWN RECORD 


Ss Form W-2 


U. 8. Treseury Department 
Interna! Revenue Service 


Wages Paid and(jncoms 


ORIGINAL 


Tax Withheld Do Not Lose This Statement. 


NOTICE TO EMPLOYEE 
THIS STATEMENT IS IMPORTANT! IT MUST BE ATTACHED TO YOUR U. Po ai FOR 1949 


(Print Name and 
full address) 


EMPLOYEE TO WHOM PAID 


Marital Status 
1. Single 2. Married 


‘Total wages (before pay-ro!! Fase Caeagpes 
deductions) paid in 1040 Tax Withheld, any 


Social Security No 


EMPLOYER BY WHOM PAID (Name. Address, and Social Security Identification Number) Number of Quarters 4 Ww 
: Wages Amounted to > 
& BLAW-KNOX COMPANY $50 or more ! \ 
=; 2028 FARMERS BANK BUILDING «] 
5 PITTSBURGH 22, PA. 25-0359980 Ww 
$ SEE INSTRUCTIONS ON OTHER SIDE PS 
42 OFFICE MANAGEMENT AND EQUIPMENT January, 1951 


ee 
| __ 
a 
WITHHOLDING suarasc — 1949 oumuen 
if 
‘ : 
Pi hs A ieee a - § ps, ns ee ae ‘a Pa ik : — be _ 4 - 
_ : " . oe rar Yee n sai n 


| lot 
and 
well 
still 
self- 
uch 
are 
imi- 


loes 

tax 
10se 
uni- 


the 
the 
old 
tax 
ble. 
late 
the 
imp 


ted 
idd- 


hest 
hese 


1951 


FORM 


U.S. Treasury Department 
internal Revenue Service 


ecaeekiaenll 1949, and ending... 1958 


U. S. INDIVIDUAL QNCOME)TAX RETURN 


For calendar year 1949 or fiscal year beginning ....... 


EMPLOYEES: Instead of this form, you may use Form 1040A If your total income was less than $5,000, consisting - 
wholly of wages shown on Forms W-2, or of such wages and not more than $100 of other wages, dividends, and interest. | File 


Name ncieesiemamapmmusnanastinaditenaits 


(PLEASE PRINT. If this is a joint return of husband and wife, use first ames of both) (Cashier's 


Enter a total number of exemptions claimed | (yours rT oon ‘wile’ s shes « ons Sor r-y — it listed abovey=> | | 
Enter you! wages, salaries, bonuses, commissions, and other compensation bonds, etc. Also enter amount withheld. Persons calming traveling 
vein i948, BEFORE PAY-ROLL DEDUCTIONS for taxes, dues, insurance, or expenses, see | 
Priet Employer's Mame Where Employed (City and State) meus! oAjgcome)T as wraen Total Wages 
$ aE 


— 


Your 


Enter here the total amount of your dividends 


al 
in 


3. 
4. 

interest from Government obligations unless wholly exe 
5. If you received any other income, give detai 
_6. 
iF 


Add income shown in items 2, 3, 4, and 5, a 
YOUR INCOME WAS LESS THAN $5,000.—You find 
table on 4. This table allows about 10 


your tax on page 3. 


em 2,above). 


Enter here the total amount of your interest (influding interest credited on savings accounts; also 
tt from taxation), 
on page 2 and enter the total here 
enter the total here $ 
in the 'F INCOME WAS $5,000 OR MORE.—Do not use tax table. Compute tax on ‘ 


income for Page 3. Use standard deduction or itemize deductions, whichever 
interest, taxes, medical expenses, etc. if such deduc- advantage. nies 
to itemize " 


7. Enter your tax from{able on page 4, or from lin 
8. How much have you paid on your 1949 facome)tax? 
ActachOriginalformsW-2.. $. 


age 5 ___ 


- 


ictal’ 


ter total here => 


c¢ OVERPAYMENT here___ 
ied tax (1) 


Exhibit D, above, and Exhibit E, below, show changes called for in Form 1040 


tables should be used throughout the entire year, a 
procedure which, I admit, would continue to deduct 
the old age tax after the maximum taxable wage has 
been reached. The chances are, however, that the 
deficiency in income taxes, of those who earn more 
than $3,600 annually, will be greater than the excess 
of social security tax collected and no harm would be 
done. By this method an employer's payroll depart- 
ment would make a single deduction from each em- 
plovee rather than two. 

So far I think we can all agree that this method 
would simplify the employer's payroll work. The next 
question to consider is the reporting required. In my 
opinion that also can be simplified. 

I suggest that federal form No. g41 be revised as 
shown in Exhibit A. There you will note that lines 


i, 2, and g continue to report each quarter the total 
tax withheld, which would include the element of old 
age tax for which employees are liable. Lines 6, 7, 
and 8 are then changed to report only the old age 
tax for which the employer is liable. Line 9 provides 
space for the total. 

The “Depositary Receipt Record” has been moved 
from the back of the form to its face. This is made 
possible by the complete elimination of Schedule A 
Thus form 941 is reduced to 8x 10 inches, with all 
typing on one side. This would constitute the entire 
quarterly reporting of payroll taxes to the federal 
government by employers. 

The elimination of Schedule A of form 941 (or in 
other words SSlb) is suggested because I can find 
no provision of law which requires quarterly informa- 


Exhibit E 


o 14, whichever Is 


16. Enter here any income tax paid at source on tax-free covenant bond interest 


17. Add the figures on lines 15 and 16 and enter the total here 
18. Subtract line 17 from line 8, 13, or 14, whichever is applicable. Enter difference hen od in ir 1. This is your ta 


See: P] Tax - Enter | | of ite 


Wi you wood the stondard deduction in Uno Z iogard Bees 15,18, and 117, pais Steet s ante fine 8, 13, 
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tion on each employee’s earnings. Annual informa- 
tion is sufficient for determining his average earnings, 
which is needed only when he applies for retirement 
benefits. The other factor required, namely the 
number of calendar quarters in which the employee 
earned $50 or more, can be supplied, as you will 
see later, on the W-2 form. 


YEAR-END STATEMENTS 


That covers the federal quarterly reports; now how 
about the year-end statements? Here I'd suggest that 
the W-3 and W-2a forms be continued, with the 
revisions shown on Exhibit B. In other words, em- 
ployers’ annual reporting would follow past proce- 
dure. The only differences would be that the W-3 
form suggested contains a reconcilement of the em- 
ployer’s old age tax as well as the tax withheld from 
employees and the total of both as reported on form 
941. 

The W-2a forms would report each individual’s 
tax without distinction as to the amounts of income 
and social security taxes and would balance to item 
3 in the W-3. The only information added to the 
W-2a would be the number of quarters in which the 
employee earned $50. 

(It should be noted at this point that my exhibits 
of revised W-2 forms were prepared before the new 
Social Security Law was enacted. The law now re- 
quires that the W-2 show both the income tax and 
the old age tax deducted from the employee's pay. 
This does not change my proposal, however, since I 
am not trying to follow existing law. My object is to 
show how the job can best be done and to get the law 
and regulations changed to conform.) 

To complete the reporting for social security pur- 
poses, an additional copy of the W-2, which I have 
called W-2b on Exhibit C, should be prepared by 
the employer and given to the employee along with 
the original and duplicate of the W-2. The employee 
would then prepare his Federal Tax Return, com- 
puting his social security tax as well as his income tax, 
and apply his total withholding against the sum of 
the two. Exhibits D and E show the revisions required 
on Form 1040. 

He would attach his original W-2 as well as the 
social security copy (W-2b) to his return, or, if he 
is self-employed, he prepares and attaches the equiv- 
alent of a W-gb. After validating the W-2b forms, 
the Internal Revenue Collectors would deliver them 
to the Social Security Administration for posting to 
the individual accounts. 

The advantages of the proposed plan are as fol- 
lows: 

1. Employers would have only one federal tax to 
withhold from wages instead of two. 

2. Schedule A of Form 941, in which the employer 
now reports the wages of each employee each 
quarter, would be eliminated. 

3. The Social Security Administration would have 
one posting per year per employee instead of 
four. 

4. Since all taxes withheld in excess of the exact 
social security tax would apply to income taxes, 

there would never be an occasion requiring re- 
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fund of social security tax. This would be true 
no matter how many times the taxpayer changed 
jobs in a year. Employers, furthermore, would 
be relieved of the task of supplying certificates 
to employees for the purpose of obtaining re- 
funds. 

5. The plan provides a uniform method of collect- 
ing social security taxes. In other words no mat- 
ter how the law may be changed in the future 
to cover occupations not now covered, no new 
procedure need be designed. 


UNEMPLOYMENT TAXES 


I would now like to pass on to the federal and 
state unemployment insurance taxes. 

The most delightful answer to the so-called federal 
“Excise Tax on Employers of Eight or More Individ- 
uals” would be to repeal it. If I am correctly in- 
formed, the United States collects more money from 
this tax than it returns to the states for administra- 
tion of the state systems. Furthermore, that partic- 
ular law has accomplished its purpose, viz., to coerce 
the states into enacting state unemployment insurance 
systems having specifications acceptable to Washing- 
ton. That being the case, it should now be tossed 
overboard. Since, however, it creates no problem of 
integration, I'll pass on to the state unemployment 
taxes. 

Having eliminated the SSib reports by elimination 
of Schedule A of form 941, we would have no copies 
to forward to the states each quarter. This need cause 
no concern because, under the new federal social 
security law, taxable wages have a $3,600 maximum, 
compared to a $3,000 maximum under state laws. 
Copies of federal social security reports will, therefore, 
no longer be entirely suitable. No doubt this will give 
the states ideas and we will soon have a kind of in- 
tegration we don’t like. 

However that may be, I still see no reason, either 
in law or from a practical viewpoint, why the states 
have to know the amount of wages paid to each 
employee each quarter. Obviously, I can’t go into the 
laws of all the states, so I'll confine my remarks to 
Pennsylvania and hope they apply to most if not all 
of the others. 

Most employers keep most of their employees on 
the payroll full time. In other words, the number of 
applicants for unemployment insurance benefits must 
be a small percentage of the people who come under 
the states’ systems. Why, then, not use the exception 
method and report all required details when em- 
ployees go on and off the payroll rather than report 
every employee every quarter? 

The advantages of such method are obvious: 

1. It would eliminate much if not all of the fraud 
which has been going on ever since the scheme was 
adopted. The states, not having individual informa- 
tion, would be unable to make payments without 
current facts in each case. They would be able to 
stop payment promptly on re-employment. In other 
words, I believe the states should use their best ef- 
forts to properly handle applications for benefits and 
stop spending time on great masses of details never 
involved in benefit payments. (To page 70) 
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“CUSTOM” ADDING MACHINE 


so called because it's tailored to do the most exact- 
ing computing jobs, is now being marketed by the 
Victor Adding Machine Co., 3900 North Rockwell 
St., Chicago. It is said to have the “fastest, least 
fatiguing keyboard ever built," and has an | 1!-column 
totaling capacity that adds to just one unit short of 
a billion. Machine can also subtract, divide, and 
compute credit balances automatically. Model weighs 
only 19/2 pounds, is available in either 10-key or 
full keyboard styles, and in hand or electrically op- 
erated types. Finish is green and grey. Electric 
models will sell for as low as $355. 


REMOTE CONTROL DICTATION SYSTEM 
called the TeleVoice System, consists of from one to 
twenty modified telephones directly connected to a 
central recording instrument located near the sec- 
retary. The recording instrument, the TeleVoice- 
writer, records the dictation received on plastic 
plates. A typical “Center,” showing the recording 
instrument in the left foreground and the disc sec- 
retarial instrument for transcribing in the background, 
is pictured here. A buzzer automatically notifies the 
secretary when the disc is nearing the end without 
the knowledge of the dictator. Thus, she can always 
provide ample disc record surface for every dicta- 
tor, preventing letters from going over onto a sec- 
ond disc. The system is a product of Thomas A. 
Edison, Inc., West Orange, N. J. 


CASH GUARDS 
newly introduced by the Herring-Hall-Marvin Safe 
Co., Hamilton, O., include the pedestal type at left, 
and the locker model at right. Bulk funds are kept 
under delayed control timelock protection in the 
reserve money compartment built under the cash 
drawer. Incoming cash is placed under full protec- 
tion automatically by putting it in a special section 
of the cash drawer, from which it is deposited into 
the locked reserve compartment each time the drawer 
is closed. When cashier needs more money, he an- 
ticipates his requirements by the length of the delay 
period, opens the locker, withdraws it, and then 
relocks the door. Cash drawers are secured by a 
paracentric lock. Full particulars from the company. 
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CONTINOUS-FORM TYPEWRITER 


is now available for office use, according to the 
Royal Typewriter Co., 2 Park Ave., New York. The 
machine features the use of carbon ribbons which 
feed automatically between the forms, thereby elim- 
inating handling of separate forms and sheets of 
carbon. Can be used in preparing requisitions and 
orders, in writing invoices, statements, and other 
business forms. Forms consisting of an_ original 
and as many as seven duplicates can be typed as 
easily as an original and one duplicate. 


SIMPLIFIED CHART MAKING 
can be handled by any office worker equipped with 
Chart-Pak, a handy method which consists of plastic 
board with grid lines in non-photographic blue, the 
necessary tape for bars to show comparisons, and 
rectangular boxes for organization and flow process 
charts. A knowledge of draftsmanship is not nec- 
essary. For continued use, the completed chart can 
be photo-offset or photostated. Up-to-date charts 
can be kept because corrections and changes can 
be made simply by removing the bar or rectang!e 
in question, and replacing it. A product of Chart- 
Pak, Inc., Dept. 3, 104 Lincoln Ave., Stamford, Conn. 


KEY-DRIVEN CALCULATOR 
made in Milan, Italy, can add, multiply, divide, sub- 
tract, accumulate, and obtain net amounts from 
chain discounts, reciprocals, conversions, and per- 
centages. All of its machine parts are non-corrosive 
and the entire unit is protected against all atmos- 
pheric conditions. Feather-touch, no-glare dials are 
another feature claimed. Additional information from 
Addicalco, 135 Liberty St., New York. 


; 


NEW INTERCOM SYSTEM 

of telephones known as Idealfones is now being 
offered by the Automatic Electric Sales Corp., 1033 
West Van Buren St., Chicago. A featured system 
in the new group is an arrangement for executive 
secretary telephone service (type 4 system, shown), 
which consists of a plastic speaker cabinet for the 
executive's desk connected to a handset for the 
ene. This system does without a “talk-listen™ 
ey. : 
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OFFICE COPYING MACHINE 
newly developed by the Charles Bruning Co., Inc., 
100 Reade St., New York, is designed to make direct 
positive copies anywhere in a business office. Trade- 
named the BW Copyflex, the machine needs no inks, 
tray developing, dark rooms, or special lighting. The 
machine will copy any size of original matter up to 
11'/-inches wide by any length, with no stencil, neg- 
ative, or special training required. No installation is 
necessary. It is simply connected to the ordinary 
office electric light line. The Diazo process used by 
the machine is based on paper coated with an aniline 
dye. 
a%.. . 


A NEW SYSTEM 


of electronic recording of sales data was recently 
demonstrated by Remington Rand, Inc., 315 Fourth 
Ave., New York. The system makes use of electronic 
speed and automatic control in the assembling of 
data ordinarily transcribed from price-tag stubs and 
produces a complete analysis of sales through the 
use of punched-card accounting equipment. Three 
companies make the equipment. A. Kimball Co. makes 
the tags and punching and marking equipment; 
Potter Instrument Co. which developed the "reading" 
machine, and Remington Rand, who manufacture the 
punched-card and tabulating equipment used in the 
demonstration. The Kimball machine punches and 
prints price tags. Coding is set up on the machine 
which is ‘pre-set to punch a given number of tags. 
The Potter machine takes the data which has been 
punch-coded in the price tag and "reads" the data 
on the tags through a photo-electric eye. This data 
is later reproduced into standard punch-cards, from 
which the Rem-Rand unit can prepare reports. 


ROTARY FILE 

a new model from Ferris Business Equipment, Inc., 
244 Great Meadows Rd., Stamford, Conn., retains 
all advantages of previous models plus new features 
which include removable baskets in balanced trays; 
a hand brake which locks the wheel in any position, 
and an attached posting shelf which folds out of 
way when not in use. Made of heavy steel, the cabi- 
net is mounted on casters for easy portability. A 
locking slide cover protects records when not used. 
Standard models will hold up to 13,000 cards, yet 
take up only three square feet of floor space. Files 
of several sizes can be made to order. 
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SALESMEN'S FILE 

No. 960Y, from Cole Steel Equipment Co., 285 Mad- 
ison Ave., New York. Top compartment is a steel 
safety vault protected by a combination dial lock. 
Below this, is a drawer for 3200 3 x 5 or 4 x 6& 
inch cards or chacks. Under this are two ball-bear- 
ing letter files. File is 43 inches high; 15!/4-inches 
wide, and 17!/,-inches deep. It is finished in grey 
baked enamel. Available with a plunger lock that 
seals all the drawers, at $60; without, $52.50. Ship- 
ping weight is 65 pounds. 


MICROFILM CAMERA-PRINTER 

recently introduced by Diebold, Inc., 45 Rockefeller 
Plaza, New York, is designated as model 90-03. The 
14-inch-throat machine is designed to microfilm at a 
single feeding one or both sides of any copy up to 
14 inches wide and of any length. It uses either 16 
or 35 mm film and is said to give 50%, greater copy 
coverage. Other features include simplified loading; 
an electronic activator which prevents frayed, torn, 
or jagged copy to impede operational flow, and 
rubber casters for ease in moving machine from one 
office to another. Also has a high-speed feeder 
which enables operator to microfilm up to 30,000 
check-size documents per hour. 


SEMI-ELECTRIC TYPEWRITER 
the Hermes Ambassador model, is new from Paillard 
Products, Inc., 265 Madison Ave., New York. Its 
highlights include four interchangeable carriages, 
from 1134 to 2434-inches; 92-character keyboard; 
notebook holder above keyboard; electrically op- 
erated carriage return and spacing; automatic in- 
sertion and withdrawal of paper, heavy cards or 
envelopes, and many others. It has a Universal 
electric motor but can be used manually. 


ANNUAL PARTY 

the 20th, was recently held by the Transcription Su- 
pervisors Association of New York at Whyte's Res- 
taurant, New York. Following dinner, guests were 
entertained by a “Gay Nineties" review, some of 
the participants being pictured here. The review 
was written by Mrs. Elsie Kaiser, chairwoman of the 
party. She is shown at the piano. Well over 100 
gifts donated by the TSA membership were later 
presented to the Seton Hospital for Tuberculosis in 
New York. 
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Tools of the Office 


A continuing series 


EXECUTIVE DESKS 


All-Steel Equipment Co., Aurora, Ill. 

@ says that the new 6000 Line desk, by reason of its 
interchangeability of tops, is the solution to problems of 
better office planning. “Improvement in office methods 
dictates the need for progress in office furniture,” maker 


From the All-Steel 6000 Line 


says. “Not the orthodox of yesterday but an amended 
flexible design that meets the need for today and allows 
for the possibility of conversion tomorrow.” 

A large top cau be assembled .with-a-standard base set 
to accommodate the department head, or where added 
working surface is needed. Drawers may be altered to 
lit any pattern; accessories may be added. Has rounded 
pedestal corners; tapered island bases; adjustable steel 
leveling feet. 3rand new: self-lubricating nylon glides 
for smooth, guiet drawer operation. The double pedestal 
desk will take any one of four available tops: 60” x 30”, 
60” x 36”, 76” x 36”, and 55” x 30”. 


Art Metal Construction Co., Jamestown, N. Y. 

@ report three styles of executive desks. Conference 
desk, a single pedestal desk 66” x 42” with an ingenious 
drawer arrangement; Style 6266FB-34, recently added to 


Art Metal line, is available in 60” and 66” sizes. “The new 


New model from Art Metal 


desk has a recessed back providing nine inches of extra 
knee space,” maker says, reporting further that the 66” 
model has 134” increased width in the pedestal drawers 
providing more room for vertical filing in cross file trays; 
style 6272, the third model, has overhanging edges on three 
sides. This model measures 72” x 42”. 
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This month: Executive desks, supply cabinets, office safes, 
check devices, and executive chairs. 


Browne-Morse Co., Muskegon, Mich. 

@ A new Plastite top has been developed for Browne- 
Morse executive desks that is claimed to be practically 
imperishable. The top of the desk is stamped from 16- 
gauge steel; Plastite surface is then permanently laminated 
to the metal by an exclusive process. This results in an 
ultra smooth writing surface. Will not buckle or crack; 
resists surface markings of pencils, etc. Plastite surface 
has high wear-resistant qualities; not marred or discolored 
by burning cigarettes; surface stains wash right off leaving 
no evidence. Spilled ink easily wiped off without leaving 
stain. Water or beverages, left on the Plastite surface over- 
night will wipe off without damaging the top in any way or 
leaving ugly spots. 

Plastite top is standard equipment on complete line of 
Browne-Morse executive desks and matching tables. <A 
popular model in the line is the Junior Executive, a desk 
having a 70” x 35” top with a 5” overhang on both ends 
and back. Drawers open easily on heavy-duty, one-piece 
extension slides. All drawers are locked or unlocked simul- 
taneously when key is turned in the center drawer. Writ- 
ing trays are reversible for use as shallow convenience tray 
if desired. Junior Executive is available in olive green or 
erey at $182.50 or in walnut at $207.50. 


Commercial Furniture Co., 2739 West Chicago Ave., Chicago 
@ offer the Keysone Suite, their version of the com- 
pletely outfitted executive office from desk to costumer 
and waste basket. The desk, No. 2009, is made in Ameri- 
can walnut, or comb grain white oak. Desk top measures 
09” x 38”. An adjunct of this piece is a tapered table 
which, when used with the desk combines to form a T- 
shaped conference unit. 


Corry-Jamestown Mfg. Co., Corry, Pa. 
@ Their model 3560 has the following principal features: 

Recessed back for comfort of anyone seated at back 
of desk. 

Adjustable gliders which provide any comfortable work- 
ing height from 29” to 3034”. 

Vertical file drawer has positive locking compressor 
and full progressive ball bearing suspension. Box draw- 
ers operate on ball bearing rollers. 

Knee space drawer has roomy convenience tray 

Pontoon type bases are provided for extra foot room. 

Other models of the Steel Age 3000 line include: con- 
ference desks, secretarial desks, stenographer’s desks, 
single pedestal flat top desks and a calculating machine 
desk. 


Executive Furniture, Inc., 911 S. Walker Ave., 
Oklahoma City, Okla. 

@ report that their No. 555 Senior Executive super con- 
ference desk was brought out to meet the increasing de- 
mands for an extra large conference desk with work space 
for meeting any contingency. The reception has been 
most gratifying they say. Base of desk is made in two 
pieces for ease in shipment and installation, particularly 
where door openings and elevator capacities are limited. 
Top is 8714” each way, 36” wide and overhangs the desk 
at all points excepting the front, by 9”; lists at $800 f.o.b., 
factory. Outside of the new 555 desk there have been no 
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EXECUTIVE DESKS 
Tools of the Oltice 


(From page 49) 


radical changes in company line, policy or procedure. 
“The trend as we see it has changed considerably west 
of the Mississippi in that our customers seem to be more 


Model No. 555 from Executive Furniture 


quality-conscious than they are price-conscious,” manufac- 
turer observes. They make a wide range of desks and 
related tables, cabinets and shelving. 


General Fireproofing Co., Youngstown, Ohio 

@ No. 1780F Executive Mode-Maker is one of 34 models 
of The General Fireproofing Company’s line of Mode 
Maker desks. 

“Featuring a number of innovations never before offered 
desk users,” GF claims, “this beautiful desk is available 
with either the anodized aluminum arched base or the 
closed base as pictured.” 


Globe-Wernicke Co., Cincinnati, Ohio 
@ “We feel that one of the most important chanves in 
the office furniture industry is the demand for highly 
functional equipment that requires a minimum of space,” 
maker says. “We feel that the new Streamliner desk series 
with the 30 inch depth and it’s flexibility, meets this trend.” 
The new improved Streamliner desk series, which was 
announced in August, 1950, is really four desk lines com- 
bined into one, G/W says. With basic pedestals it can 
be changed from a square top desk, with island base, to 
a molded top desk, with island base. It can be changed 
from a molded top desk, with island base, to a molded top 
desk, with leg base. It can be changed from a molded 
top desk with leg base, to a square top desk with leg base. 
Desks with island bases are adjustable from 29” to 30%” 
in height. Depth of the desk has been changed from 
3214” to 30”. 


Left to right: Shaw-Walker’s 

No. 7238 senior executive 

model; the Mode-Maker No. 

1780F by General Fireproof- 
ing 


Jasper Desk Co., Jasper, Ind. 
@ Model 8E69 executive desk is of George III design 
with walnut exteriors and interiors and with matched 
stump walnut fronts and quarter striped walnut top. The 
desk has a dictation slide and a ball-bearing deep drawer 
suspension. Included in the line are a matching table, 
phone console, bookcase, hutch cabinet, costumer and 
wastebasket—a complete suite. 

“Wile have no comments to offer on trends and there 
have been no important changes in our product or com- 
pany policy in the past year,” Jasper says. 


Leopold Co., Burlington, lowa 

@ Consultation desk SL-972-4 (72” x 36”) listing at $336, 
is also made in pattern SL-966-4 (66” x 36”). For less 
expensive models with square ends JSL-960 (60” x 34”) 
$170.10; and JSL-950 (40” x 30”) $149.10. These patterns 
are built to order with drawers on either right or left side. 
Have adjustable height casters. Inside front leg has been 
treated by the Densiwood process and is highly resistant 
to bruising or wear. 

Correspondence file drawer is conveniently placed 
towards the top of the drawer pedestal. In the SL round 
series the drawer is mounted on easy rolling drawer sus- 
pensions. The drawer is equipped with a modern sus- 
pended executive file. 

“In the wood office furniture field outstanding modern 
advances are being recorded—new patterns, new designs, 
increased sizes, and sturdier constructions, make for new 
efficiencies and increased comforts. New finishes are ad- 
ding scientifically correct light color reflection and are 
adding hitherto unexplored charms to office decoration,” 
Leopold observes. 


Metal Office Furniture Co., Grand Rapids, Mich. 

@ “We are satisfying the demand for an executive type 
desk which incorporates an extra large top area on stand- 
ard desk pedestals with knee space drawer,” this company 
reports. 

Multiple 15 No. 15001 has top 78” x 38”, with an over- 
hang of 9” at the back and at each end. This permits the 
use of the desk for conference purposes. 

Since color is playing such an increasingly important 
role in the modern office, Multiple-15 desks are supplied 
in a range of colors, including Desert Sage, Metallic Grey, 
Blonde Tan, Mist Green, as well as the usual standard 
finishes. 


Security Steel Equipment Corp., Avenel, N. J. 

@ Report that only one model of their Crestline confer- 
ence desks are now being produced, and these in limited 
quantities. This is the MED-78 with a 78” x 42” desk 
top. Top projects beyond pedestals giving ample knee 
space for visitors. 


Shaw-Walker Co., Mukegon, Mich. 

@ No. 7238 Senior Executive Desk is one of 43 models of 
desks manufactured by Shaw-Walker. This model, with 
dimensions of 72” x 38” x 29”, available in mahogany or 
walnut finish with matching Carstenite wood top. Center 
drawer is eliminated and all drawers are wood-lined and 
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THE SECRETARY 


THE BOSS 


They all prefer 


Wherever you find a Steel Age desk, you find 
a happy owner, working at top efficiency. 
Every Steel Age desk is designed specifically 
for the office job of its user, yet each affords 
the same general advantages of beauty, com- 
fort and convenience that have made Steel 
Age desks the choice of modern offices all 
over the country. 


© 
>" |- 
ee 


THE STENOGRAPHER 


The Steel Age trademark is always your 
assurance of smooth-operating, ball bearing- 
suspended drawers, adjustable gliders that 
provide any working height from 29" to 3044" 
and sturdy, honest construction that reflects 
patient craftsmanship and defies the effects 
of time and service. ““Buy Steel Age and you 
buy the best in steel office furniture.” 


 -- CORRY—JAMESTOW 


MANUFACTURING CORPORATION * CORR 
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EXECUTIVE DESKS 
Tools of the Office 


Executive desks by Orna Metal Products and Globe-Wernicke Cos. 


The 250 model from Wilhite Mfg. Co 


Model 8E69 of Jasper Desk Co.; Commercial Furniture’s No. 2009 
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EXECUTIVE DESKS 
Tools of the Oftice 


(From page 50) 


equipped with work-organizing accessories to-effect econ- 
omies in time and effort. Matching pieces and accessories 
include tables, telephone stands, hutch, bookcases, cos- 
tumers and guest and swivel chairs. 
available with plastic-bound tan linoleum top, overhang 
and conference tops. 


Stow & Davis Furniture Co., Grand Rapids, Mich. 

@ Pictured in this issue the 2290-FB executive conference 
desk, made of selected pin grain quartered walnut veneer 
and measuring 90” x 49” x 29” high. 

Stow & Davis are enthusiastic about their companion 
unit to the 2290-FB. The basic unit (22-FA) is a personal 
ile cabinet with a storage drawer underneath. Simply 
by interchanging the interior units the cabinet can be made 
into a bar unit or to house a dictating machine. Any 
combination of two of these units can be put together to 
form No. 22-SU, which then becomes a practical, modern 
version of the tandem arrangement of executive desk and 
rear table. Prices vary depending upon the unit selected. 
Base price of 22-FU is $172. Price of 22-SU is $411. 


Withite Mfg. Co., 512 N. La Salle St., Chicago 

@ “During the first part of this year we moved our factory 
from Chicago to Bloomfield, Ind., where the Clemco Desk 
Co., is making the complete line to our specifications. The 
line is featuring the Wilhite Silver Grey finish which has 
proved so popular to both the dealers and the general pub- 
lic. The interior hardware has been changed from steel 
to traditional wood interiors so that production will not 
be delayed due to possible shortages in steel. 

“We feel that, in the immediate future and for some time 
to come, lumber, particularly high quality veneers, and 
other materials, is going to be scarce. To combat this we 
have eliminated several pieces in our line which sold in 
comparatively small quantities, in order to allocate the 
scarce materials to pieces which our dealers constantly use. 
In this manner we are confident we can maintain good 
deliveries. 

“In our No. 250 desk, as in the complete line, we use only 
full figured walnut veneers. The desk has a 1%-inch thick 


Left to right: Model 3560 
from Corry-Jamestown; the 
MED-78 model desk of Se- 
curity Steel Equipment Corp. 
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Other desk models — 


top, 44-inch by 87-inch edge-banded. On all our pieces 
the veneer is horizontal and is bent around the corners to 
give flowing graceful lines.” 


Front and rear views of Stow-Davis’ Model 2290FB 


Yawman and Erbe Mfg. Co., Rochester, N. Y. 

@ “The last twelve months have seen a decided trend 
among executives toward the conference desk for use as 
either the major items in the private office or as a sub- 
stitute for the table that usually appears behind the desk 
of standard design,” Y&E claims. 

Model No. 4986.1 continues to lead in popularity among 
top-level executives, they report, but the adaptability of 
No. 6789-11 OTA may soon put it in a close second posi- 
tion. For the executive whose duties involve frequent con- 
ferences, it is first choice. When used as an auxiliary table 
behind the Executive model No. 4986.1, it serves well as a 
conference table and provides generous, close-at-hand filing 
space for important records. Hardware and trim on the 
conference desk match that of the Style-Master “Execu- 
tive.” The former lists at $200.75 and the latter at $221. 
The company recognizes the interest buyers of executive 
office furniture have in combining color and design to im- 
prove the efficiency of those who work at their desks much 
of the time. In this respect, “Y and E” continues to pre- 


sent its Neutra-Tone gray as the accepted color develop- 
ment that harmonizes with any color scheme or decora- 
tive plan. 


Left to right: Model 3570 

from Browne-Morse; Leopold 

Desk Co.’s consultation desk, 
model SL972-4 
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SUPPLY CABINETS | 
Tools of the Oltice 


All-Steel Equipment Co., Aurora, Ill. 

@ This company makes a line of storage cabinets, ward- 
robes, and combinations of the two. No. 3487 measures 
36” wide, 18” deep, 78” high, with four adjustable shelves. 


All-Steel’s No. 3487 


\lso available in 12” and 24” depths. Cabinets are rein- 
forced at angles, channels and bases. Double doors swing 
on hinges of the concealed pin type; chrome plated, die- 
cast hardware; lock. Grey, olive green or grained finishes. 


Berger Mfg. Div., Republic Steel Corp., Canton, Ohio 

@ Single and double door storage cabinets are made with 
adjustable shelves or with coat rod and hat shelf for ac- 
commodation of either supplies or clothing. Double pur- 
pose wardrobe and supply cabinet with center division is 
available with double doors. Double door cabinets are 


Pines’ No. 8000; Berger model 80L0 


36” wide, 78” high and 25%” or 18” deep. Single door units 
are 24” wide, 78” high and 18” deep. Available in hard 
baked enamel finishes of: green, mahogany, walnut or 
platinum grey. Doors are reinforced and fitted with flat 
key lock and safe, positive three-point locking mechanism. 

Counter height cabinets 371%” wide, 41%” high and 26” 
deep are also available. 


Cardinal Sales, Inc., 5631 W. Madison St., Chicago, Ill. 

@ Cardinal 5001 storage cabinet measures 36” x 18” x 78”. 
Frame formed of heavy gauge steel angles and channels. 
Doors are heavy-gauge metal-reinforced with liners the 
full length, open wide to permit easy access. Lock sepi- 
rate from handles. Supplied with grooved key. Controls 
three-point latching device. Reinforced base to form a 
solid foundation. Hinges of sturdy, semi-flush construc- 
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tion which give cabinets a smooth and attractive appear- 
ance. Shelves formed with a return flange for extra 
strength and set in wedge slots, adjustable on 1%” centers, 
can be placed wherever desired, no tools required for ad- 
justing. Formed gliders that can’t come off facilitate moving 
of cabinet. Modern design-satin chrome finish hardware 
that blends with the cabinet and lends beauty to the gen- 
cral appearance. Attractive baked-on enamel finish in 
olive green or grey. 


Gardner Mfg. Co., Horicon, Wis. 

@ Model G-50 Gardner steel storage cabinet, 36 inches 
Supplied with 
Finished in baked enamel, equipped 


wide by 21 inches deep by 78 inches high. 
live adjustable shelves. 


Models by Gardener, General Fireproofing 
and Standard Steel 


with automotive type cylinder lock and two keys. Can be 
shipped either set up or KD. Can also be supplied in ward- 
robe or locker type. Price set-up, $50; KD, $43, f.0.b., Hori- 
con, Wisconsin. 


General Fireproofing Co., Youngstown, Ohio 

@ No. 419-CWR combination wardrobe and storage 
cabinet. GF storage cabinets are available in a variety of 
heights, widths, and depths. Shelves are adjustable. Backs 
and sides are fully paneled. Doors operate quietly and 
easily and fit flush across the front to present a pleasing 
appearance. 


4 | 


oH : q 
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Cardinal’s 5001 and Midwest Metal’s No. 3672 


Midwest Metal Mfg. Co., 1818 No. 18th St., St. Louis, Mo. 
@ No. 3672 storage cabinet, measures 36 inches wide, 18 
inches deep, and 72 inches high. Manufactured with out- 
side mounted doors, completely assembled and packed one 
per carton, set up; and sold through office furniture dealers 
only. 


Pines Mfg. Co., 9222 Addis St., Dallas, Texas 

@ Their No. 8000 storage cabinet is 72” high, 34” wide, 
and 18” deep. Comes complete with four adjustable shelves, 
permitting adjustment on 2” centers using no tools, and 
not requiring unscrewing or replacing bolts. Heavy gauge 
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SUPPLY CABINETS 
Tools of the Office 


bondarized paint-grip steel, strongly reinforced, is used in 
its construction. Available in olive green enamel, or Lavax 
wrinkle green or grey finishes. The hinges and handles 


are heavily chrome-plated, giving a distinctive appearance ~ 


to the cabinet. The lock, contained in the right handle, 
is a Yale & Towne three-point type, securing the doors 
at the top, middle, and bottom. These cabinets are ship- 
ped completely assembled, with the corners electrically- 
welded, making the cabinet rigid and keeping the doors 
always in perfect alignment. Shipping weight approxi- 
mately 130 pounds. Also make wardrobes and file cabinets. 


Standard Steel Equipment Co., Inc., 117-20 14th Road, 
College Point, L. I., N. Y. 
@ Report their style 4ST storage cabinet, the salient fea- 
tures of which are follows: double door; lock in the handle: 
three-point locking device; shelves adjustable 2-inch cen- 
ters; shipped knocked down only, f.o.b., plant, College 
Point, N. Y. 
“Due to the critical steel situation, prices are subject to 
change, and we will be pleased to quote on receipt of in- 
quiries,” maker says. 


Supreme Steel Products, Inc., 52-55 74th St., 

Maspeth, L. I., N. Y. 
@ This company’s No. 100 cabinet measures 36” x 18” 
x 72”. Made of furniture steel, interlocking construction, 
permits shipping knocked down to conserve transportation 
charges: lessen possibility of damage in transit; save stor- 
age space. Easily assembled into very rigid, strong and 


Model 100 by Supreme Steel 


durable cabinet. Doors operate on heavy hinges and have 
3-point locking device, with 2 chrome-finished handles, 
with 1 built-in lock. Four shelves, adjustable in height. 
Available as wardrobe or combination unit. Baked enamel 
finishes in olive green, grey or brown. 

Also complete line of clothing lockers in various sizes 
and. stvles. 


CHECK DEVICES 
Tools of the Oftice 


Hall-Welter Co., Rochester, N. Y. 
@ fears “restrictions in 1951 and 1952 will reduce factory 
output of both checkwriters and checksigners to a point 
much less than minimum demand.” 

New Chexsigno check-signer has forgery-proof, serrated 
signature die with more than one signature when desired. 


January, 1951 


Price of electric model, $225; manual model, $115. New 
Model 88 Speedrite checkwriter features fully protective, 


Hall-Welter’s Chexsigno 


shredded amount imprint with easy handle action and guar- 
anteed type. Price is $107.50. 


National Cash Register Co., Dayton, O. 

@ With the new automatic check and deposit feeder, 
checks and deposit slips are placed in the device and not 
hand-touched until all posting is completed. Feeding is 


National Cash Register model 


controlled by depression of control keys. Operator sees 
check at eye level and has both hands free to set up the 
amount. Depressing an operating key places next item 
in position at eye level. Operator need not turn head 
from keyboard to checks. 


Marcy F. Roderick Co., 3312 Lancaster Ave., Philadelphia 
@ Executive Checkwriter, small enough to fit into a check- 
book or pocket, can be used on all standard sized checks. 
It inscribes dollars and cents amount in large, legible fig- 


Roderick’s Executive Checkwriter 


ures, perforated and inked into the check’s fibers. Made of 
steel with black satin finish, it comes in wallet type case. 
Its dimensions are 1 x 3 x 7 inches; weight, 6 ounces. 
Price is $9.95 plus postage. 


Safeguard Corp., Lansdale, Pa. 

@ “In line with the increased crime trend, office managers 
are becoming increasingly security-minded,” Safeguard re- 
ports. (To page 56) 
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SAFEGUARD 
CHECKWRITERS 
SELL FASTER 
THAN HOT CAKES 


It is only natural with the 
increased rate of check forgery cases, 

that the only assured method of 
combatting these criminals is to safeguard 

your bank account by using Safeguard 
Checkwriters, now equipped with Special 

Security lock to prevent misuse by 
unauthorized persons. 


Safeguard Corporation 


LANSDALE, PENNA. 


OVERSEAS DISTRIBUTOR SAFEGUARD INTERNATIONAL 
3312 Lancaster Ave. Philadelphia 4, Pa. 


_NUMBER IT! 
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models. 


| maroon enamel finish. 


(CHECK DEVICES 


Tools of the Office 


(From page 55) 

Special security lock to prevent unauthorized use of 
Safeguard checkwriters has been made available on all 
Instant H Model is 11% x 8% x 6% inches, 
made of steel arld brass with wrinkled finish or gray and 
It has individual column correction 


A Safeguard Co. model 


keys, self-arresting for exact alignment of type, amount 
window showing set figure. Horizontal and vertical scale 
positions checks correctly. It has gravity check feed and 
one stroke of handle completely protects checks. 


| Todd Co., Rochester, N. Y. 


@ has set up a separate division to make detailed studies 
of office trends in mechanical check protection and develop 
answers to special problems, as a’ result of increased need 
for complete check disbursement control and protection 
and the need for adequate protection on the signature line 
as well as the amount line of checks. 

Model 96 portable electric Protectograph checksigner 
signs 1,800 checks an hour, has double locks to prevent 


Model 96 from Todd Co. 


use of machine until both operator’s and executive's keys 
are used. Third lock in base opens with executive key 
only, prevents tampering with machine interior. Signature 
is reproduced against intricate, multi-colored background 
by copper plate which can be removed and placed in a 
| safe. Non-resettable meter records every signature. Price, 
$290. Other Todd Protectographs: Model 94 hand-operated 
checksigner, $185; Model 70 hand-operated checkwriter, 


$195. 


OFFICE SAFES 
Tools of the Ofiice 


| Art Metal Construction Co., Jamestown, N. Y. 
| @ Offers its Model B Art Metal safe, Style 171-19; out- 
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OFFICE SAFES 
Tools of the Oftice 


side dimensions, 41 by 674g by 28 5/16 inches; inside clear 
ance, 33 by 53 by 194 inches. 

Steel is insulated with Art Metal Mono-Dry insulation. 
Safe has an interlocking lapped joint which forms a union 
between door and jamb and between the two doors when 
closed. Joints are made so there is no continuous connec 
tion at any point between exterior and interior walls. A 
wide variety of interior arrangements. is possible. 


Art Metal’s No. AC-517-BH 


In two-hour test in 1850° fire, safe interior temperature 
reached only 258° is the report. Standard finish is an 
opalescent gray with an aluminum flake; others available 
on request. 


Cole Steel Equipment Co., 285 Madison Ave., New York 

@ Cole Steel Safe No. 6029 dimensions are 1434 x 30% x 
16 inches and comes in olive green or Cole gray. It is 
of heavy-gauge steel with a Yale, three-wheel screw wedge 
combination lock and one adjustable shelf. \dditional 


No. 6029 safe by Cole Steel 


shelves are available. Safe offers part for books and papers 
and safety for expensive tools. Shipping weight is 38 
pounds; list price, $39.50. 

Also available is Cole Steel safe No. 2906 with two 
safety vault boxes under extra lock and key. The heavy- 
gauge steel safe is 30% by 1434 by 28% inches; shipping 
weight is 72 pounds. Price is 54.95 for olive green or 
Cole gray finish; $63.95 for grained walnut or mahogany 
finish. 


Diebold, Inc., Canton, O. 

@ “We believe that safes have come to be looked upon 
more and more as a normal piece of office equipment. We 
have, consequently, adopted a ‘chroma gray’ color for our 
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safes which harmonizes well with current office color 
schemes. Also, our line of one-hour safes has been made 
for several years now with rounded corners, modern dial 
ring and operating handle to provide a pleasing appearance 
in the modern office,” Diebold states. 

Diebold is offering a “vaultette” line with the rounded 
corners and chroma gray finish. A full line of interior 
equipment for the safes is available to provide maximum 


Models by Diebold and Herring-Hall-Marvin 


utilization of the storage space provided. Model No. 5016 
Vaultette outside dimensions are 59 x 22 x 265% inches; 
price is $266 in the eastern zone, without interior equip- 
ment. Total of five models in the line includes two single- 
door safes and three double-door safes, with prices from 
$190.75 up. 


Gardall Corp., 4425 James St., East Syracuse, N. Y. 

@ “We are producing a new line of small and medium-size 
floor safes for the office,” Gardall says. “There is a strong 
trend on the part of top management to furnish small fire 
resistive safes to the various executive and managerial of- 
fices for the safekeeping of certain confidential records. 
We are presently manufacturing four sizes of fire resistive 
safes, ranging as follows: No. 1713, $87.50; No. 2117, 
$116.25; No. 3117, 145.83; and No. 3721, $182.50. All safes 
are built with recessed door and adjustable and removable 
shelving as standard equipment at no additional cost.” 


Hall Safe and Equipment Co., Hamilton, O. 

@ Newest addition to Hall's standard line is a wood- 
encased safe for executive offices. Inside the mahogany 
cabinet, with its two utility drawers, is a steel safe with 
the same type fire-resistive insulation and theft-resistive 


Wihood-encased safe by Hall 


combination lock used on standard office safes. Retail price 
is $142.50 east of the Rockies. 

Hall's standard also offers fire-resistive record vault en- 
trances in two widths—32-inch opening with single door 
and 42-inch opening with double door. Either single or 
double door entrance can be had with two, four, or six- 
hour fire resistance certified. 


(To page 58) 
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OFFICE SAFES 
Tools of the Oliice 


(From page 57) 

Herring-Hall-Marvin Safe Co., Hamilton, O. 
@ “Many business executives still think that all safes are 
fire and burglar-proof,” reports Herring-Hall-Marvin. “For 
those who share this mistaken understanding there is no 
better time than this to double-check existing protection 
equipment and make sure that it is used correctly. Know- 
ing the difference between fire and burglary protection 
equipment is important. The fire resisting insulation in 
the walls of record safes stops fire, but not burglars. The 
solid steel in the walls of money chests stops burglars, 
but not fire.” 

The firm combines record protection and burglary pro- 
tection in its four-hour record safe with burglary resistive 
money chest anchored inside. 


Meilink Steel Safe Co, Toledo, Ohio 

@ Inside size of the Model 544 A label safe is 50 x 3334 
x 21 inches. Safe is built with four-hour protection and 
has “tailor made” interior equipment to fit the require- 


The Meilink model 544 


ments of any business. Additions to the interiors can be 
made at any time with a screwdriver and pliers. Other 
one, two and four-hour safes are available from $59.50 up. 


Mosler Safe Co., 320 Fifth Ave., New York 

@ New ledger safe for protection of ledger cards in con- 
nection with machine bookkeeping systems is specially 
designed with suspension shelves and sliding trays for con- 


Mosler Safe’s 6-LD-2430 


venient working with ledger cards. Long, low shape places 
all trays at convenient working height. Interior dimensions 
are 41 x 36 x 20 inches. Similar units are available in 


larger sizes, holding up to 12 ledger trays. Prices start 
at $941. 
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Protectall Safe Corp., 930 S. Salina St., Syracuse, N. Y. 

@ “Present government penalties for failure to keep certain 
important records, plus the fear . . . of future war and 
bombings indicate that safes will be distinguished from 
other office furniture, insofar as allocations are concerned 
and will very lightly be declared essential equipment,” 
Protectall states. 


Protectall’s Director safe 


The firm’s newest model, the Director, is the first double- 
door safe produced by the company and inaugurated the 
addition of adjustable interior safes. 

Protectall has improved and expanded its entire line of 
small safes, adding also, two single-door safes with adjust- 
able interiors. Balance of the line remains with fixed in- 
teriors. Also added is a new wall safe. New locks are 
used on most models. Only minor price adjustments were 
made and there is no general price increase. 


Shaw-Walker Co., Muskegon, Mich. 

@ No. 2042 executive safe will intermember with four- 
drawer high files, is 52 x 25% x 27 inches. Variety of 
interior arrangements is available. The one-hour safe has 
new-type, easy-to-read combination lock. Door fits into 
frame with interlocking tongue and groove. Available in 
olive green, mahogany or walnut finishes. 

Other Shaw-Walker safes include 30 and 67-inch heights. 
No. 4070 letter-size fire-file combines the convenience of a 
filing cabinet with fire-protection of a safe. we drawer 
is encased in mesh-reinforced insulation. One-hour fire- 
file is equipped with signal plunger key lock; combination 
locks optional. 


Shaw-Walker and Victor Safe models 


Victor Safe & Equipment Co., Inc., 315 Fourth Ave., New York 
@ states that “it has become increasingly evident that 
more and more businesses, large and small, are coming 
to the realization that a wise investment in adequate fire 
protection for their records is as much a necessity as the 
records themselves.” The No. 533 safe, largest of the Victor 
500 line, will “effectively withstand severe heat reaching 
1700 degrees Fahrenheit for at least one hour without 
damage to paper contents.” 
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EXECUTIVE CHAIRS 
Tools of the Olfice 


Cramer Posture Chair Co., 1205 Charlotte St.. 

Kansas City, Mo. 

@ has expanded its line to include other office equipment 
and reports “businesses are becoming more and more con- 
scious of the need for modern equipment for office per- 
sonnel.” 

Newest executive chair, Model 953, is made of aluminum 
with foam rubber in seat, back and arms. New Roll-Tilt 
mechanism rolls easily, with occupant in various seated 
positions, on eight ball bearings. Upholstery available is 
Naugahyde, Claremont Doeskin or Gros Point. Cramer 
makes over 125 models of posture chairs with prices from 


$19.30. 


Domore Chair Co., Elkhart, Ind. 

@ Administrator Deluxe No. 615 chair has Gros Point 
upholstery over molded foam rubber in seat, back and 
arms. It has adjustable height seat and oscillating back. 


General Fireproofing Co., Youngstown, O. 

@ The 3507 Comfort Master DeLuxe and the firm’s other 
two executive chairs have been redesigned. Arms of the 
3507 have been lengthened and are now uplhiolstered from 
the rear of the arm to three inches below the curve in 
front. The 3129 Comfort Master now has a longer and 
slightly higher ‘arm. The 3527 Comfort Master Junior has 
a restyled arm with plastic arm pad, wider back and in- 
creased distance between arms. Plastic arm on satin finish 
chairs is gray. All Goodform chairs have five adjust- 
ments, anodized aluminum finish, foam rubber cushioning 
and choice of plastic or cloth upholstery. 


Globe-Wernicke Co., Cincinnati, O. 

@ New junior executive swivel posture chair, No. 2905, 
has double tilt action in which back and seat tilt independ- 
ently, adjustable height back, foam rubber padded spring 


Left to right: Latest models pro- 
duced by High Point Bending 


& Chair Co.; Taylor Chair, and 
DoMore Chair Cos. 
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seat, formed padded arm rests and natural curved back. 
Frame is of square, seamless tubular aluminum; base is of 
cast-aluminum. Choice of Duran, fabric, buff leather or 
top grain leather upholstery in a variety of colors. 

Others in the junior executive series include: side chair 
(2901) and swivel chair (2902), both with arms; side chair 
(2903) without arms.  txecutive series includes: swivel 
(2802), side (2801) and swivel posture (2805) chairs, all 
with arms. 


No. 3507 from General Fireproofing 
W. H. Gunlocke Chair Co., Wayland, N. Y. 


@ “We see a gradual approach to conditions somewhat 
similar to those that existed in late 1941 and 1942,” Gun- 
locke reports. “Customers should anticipate their chair 
needs because the market, while it is tight today, can be 
counted upon to be even more limited in the near future.” 

No. 628 chair is a junior executive type, with full spring 
upholstered seat and spring back and tilting action in both 
seat and back. Chair has genuine leather upholstery with 
either quartered oak or walnut wood. 


Harter Corp., Sturgis, Mich. 

@ has designed the No. 65 executive posture chair with 
thick foam rubber cushions and easily operated handwheel 
controls which adjust the chair to individual physical re- 
auirements. Seng Synchro-Tilt chair control allows seat 


Left to right: Models by Ohio 
Chair, Cramer Posture Chair, 
and Riteform Co. 
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NO. 1805 


SENIOR SPRINGREST 
with adjustable a 
Spring-Tension Back 


NO. 1800 


SENIOR EXECUTIVE 

Conventional Type; 

Seat and Back Tilt 
Together 


You'll never know what a Sturgis post- 
ure chair can do for your health, well- 
being and job performance till you try 
one. So call your Sturgis dealer* and tell 
him which of these two luxurious exec- 
utive chairs you'd like to try. No 
obligation naturally. 


*We'll send you his name if you don’t know it. 
We'll also send you a stimulating booklet, 
“The High Cost of Sitting”. 


THE e 
POSTURE CHAIR CO. 


EXECUTIVE CHAIRS 
Tools of the Ofitice 


and back to tilt in synchronization. Companion chair is 


| the No. 66, which has the same action, but smaller seat, 


back and arms. 


Shaw-Walker No. 8313 


High Point Bending and Chair Co., Siler City, N. C. 


@ Executive posture chair No. 4858 has foam rubber seat, 
back and arms molded to fit the body. Goodall covering 
blends with top grain leather and light oak, softone oak, 
walnut or mahogany finish woods. Balanced-Ease chair 
control coordinates seat and back action. Choice of colors 
in leathers and Grospoint fabrics by Goodall. 


B. L. Marble, Bedford, O. 

@ Executive posture chair No. 3291% AF is of Chippen- 
dale design and has molded foam rubber seat filler. Tilting 
back is fully adjustable. Available in walnut, or mahogany 
color on walnut. 


Metal Office Furniture Co., Grand Rapids, Mich. 

@ Most recent development is the C-198 executive chair 
with deep seat of foam rubber over helical springs. Shaped 
cushion back and arm rests are upholstered over foam 


Metal Office Furniture and Harter Chair models 


rubber. Available in a wide range of modern, colorful 
metallic finishes with choice of top grain leather or com- 
bination leather and fabric upholstery. 


Milwaukee Chair Co., 3022 W. Center St., Milwaukee, Wis. 
@ Preference for modern style office furniture continues 
and there is a growing tendency to get more of a home 
feeling into executive offices, rather than commercial, the 
firm reports. 
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EXECUTIVE CHAIRS 
| Tools of the Office 


No. 410-UL executive chair represents an effort to get 
away from the conventional type office chair while retain- 
ing the important features of quality and comfort. It lists 
at $140 for the arm leg chair and $158 for the arm revoly 
ing chair. 


Ensemble by Metal Office Furniture Co. 


New Indiana Chair Co., Jasper, Ind. 

@ No. E-1 executive chair, made of walnut, can be finished 
in walnut or mahogany with covering of top grain leather, 
deep buff leather or Tolex plastic-coated fabric. It is a 
revolving .and. tilting chair which lists from $112 to $144. 
Matching guest chair is the No. E-2. Firm manufactures 
a full line of office chairs, some with wood, others with 
upholstered seats and backs. 


Ohio Chair Co., 813 N. State St., Girard, O. 

@ has added the No. 900 swivel arm chair to its Rest-All 

line of aluminum chairs. It has} No-Sag spring seat cov- 

ered with airfoam rubber and upholstering. Price is $72.35. 
Executive posture chair No. 1100 has five manual adjust- 

ments to fit individual posture; needs. Foam rubber is 


Left to right: Models E-1, 829, and 

410-UL, from the New Indiana 

Chair Co.; Wells Office Furniture 
Co., and Milwaukee Chair Co. 
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inside the roomy seat and back. Chair is furnished in 
Goodall fabrics, and Naugahyde plastic upholstery in green, 
gray, brown and maroon. 


Riteform Chair Co., 43 S. Oxford, St. Paul, Minn. 

@ notes an “increasing popular demand for aluminum 
executive seating . .. but steel typists’ and clerical chairs 
are still in high favor.” Firm features a new aluminum ex- 
ecutive line, swivel and side chairs. Master executive chair 
No. 1565 has molded latex rolled front cushion and foam 
latex back on all-welded aluminum frame. Available in a 
variety of plastic leatherettes, featuring Kalistron and Gros- 
point in office shades. Executive aluminum line prices are 
from $49.90 up. 


Globe-Wernicke’s 2905; No. 25AS by Stow-Davis 


Royal Metal Mfg. Co., 175 N. Michigan Ave., Chicago 
@ “Inadequate steel supplies and slow material deliveries 
have considerably affected what might otherwise have been 
a reasonably good delivery picture,’ Royal says. “Most 
lines, if not already cut down to most basic items, will 
be, to save material and to speed up production.” 
Improvements in Royal's line include roomier and more 
comfortable seats and improved seat pans. A few new 
items are planned for late 1951. Current line has been 
trimmed to basic items. 
(To page 62) 


Left to right: Executive models 

produced by Gunlocke Chair Co.; 

Royal Metal Mfg. Co., and Sturgis 
Posture Chair Co. 
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NEW Styling! NEW Comfort! 


4839% 
Completely Modern 


| 


EXECUTIVE POSTURE CHAIR 


by Taylor 


Soft foam rubber seat and arms. 


Taylor exclusive hinge and pivotal 


follow-through contoured back. 


It’s a really comfortable- posture- 


chair to give ultra comfort always. 


Write for illustrated catalog 


and name of nearest dealer 


THE TAYLOR CHAIR COMPANY. 


BEDFORD, OHIO 


OFFICE MANAGEMENT 


EXECUTIVE CHAIRS 
Tools of the Office 


(From page 61) 


New No. 4900 executive chair has coil spring seat, preci- 
sion tilting and swivel mechanism, all welded steel frame, 
island base, adjustable height and comes in wide choice of 
colors with Super Tuftex, buff leather, Royalpoint or top 
grain leather upholstery. Prices are $59.50 and up. A 
complete line of chairs is available in a variety of 
upholstery. 


Shaw-Walker Co., Muskegon, Mich. 
@ No. 8313 Correct Seating executive chair is done in 
aluminum and mahogany-finished wood. Choice of dished- 
out wood seat or upholstered seat in leather or Grospoint 
Frieze. Shaped back meets the curve of user’s back. Lower 
arm rests permit freedom of arms. 


Stow & Davis Furniture Co., 80 Front Ave., S.W., 
Grand Rapids, Mich. 
@ reports a “growing appreciation ... for more functional 
and attractive offices and a realization that proper, attrac- 
tive and efficient equipment in a company’s office is as im- 
portant as the manufacturing equipment in the plant itself.” 
No. 25-AS arm swivel chair has spring upholstered back 
and loose spring cushion seat. Exposed wood parts are 
walnut. Regularly furnished in top grain leather. List 
price, $242. The company also manufactures ten other de- 
sign groupings in both modern and traditional styling, rang- 
ing in price from $117 to $315. ' 


Sturgis Posture Chair Co., Sturgis, Mich. 

@ -sees trend toward steel in office furniture accelerating 
although “limitations in metals are going to be a definite 
factor in the amount of chairs which can be produced 
next year.” 

No. 1805 Senior Spring-Rest executive chair features Fol- 
low-Flex back support in conjunction with full spring back 
action of chair control. Chair has foam rubber covered coil 
spring seat cushion, solid foam rubber backrest; foam rub- 
ber padded wide arm rests. Stainless steel trim strips on 
steel base conceal two-inch, ball-bearing, soft rubber cas- 
ters. Frame is of welded steel. Available in enamels to 
match standard metal desks with upholsteries in a broad 
color range of simulated leathers, top grain and deep buff 
leathers and Goodall’s Bedford Cord or Claremont. Other 
executive models are: 1200, 1210, 1800 Senior, 1825 Guest, 
1225 Office Guest, 1255 Spring-Rest and 1275 Reception. 


Taylor Chair Co., Bedford, O. 

@ has added economy priced lines and notes a steady in- 
crease in importance of comfortable posture seating. New 
senior executive chair No. 4815% has hinged “comfort- 
follow-through” back. Seat tilt-drops in synchronization 
with back. List price in saddle leather or Grospoint is 
$228; in top grain leather, $240. Other new models include 
stylized modern 4805 and 480514 ensemble, list priced in 
saddle leather at $113.50 and $131.50. 


Wells Office Furniture Co., 725 S. LaSalle St., Chicago 

@ notes a trend toward metal chairs, with foam rubber 
seating a must. Wells’ custom-tailored chairs are com- 
pletely covered in back and are upholstered in Duran. No. 
829 chair is $81.65, slightly higher in zones two and three. 
Other chairs in the line range in price from $27.15 to $83.60 
in Duran. 
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TOOLS OF THE OFFICE 
SERIES FOR 1951 


JANUARY 


Executive desks and chairs, office safes, 
supply cabinets, and check devices. 


FEBRUARY 


Typewriters, copy holders, time record- 
ers, wardrobes and lockers. 


MARCH 


No “Tools” feature this month. In- 
stead, special round-up feature article 
on current duplicating machine appli- 
cations. 


APRIL 
Fans, air circulators, air conditioning 
units, and water coolers. 

MAY 
Floor covering, mailroom equipment 


and machines, and shelving. 


JUNE 


machines, photocopying 
and whiteprinters. 


Duplicating 
equipment, 


JULY 


Bookkeeping machines, payroll ma- 
chines and systems, intercommunica- 
tion equipment, and pencil sharpeners. 


AUGUST 


Staplers, numbering machines, and sec- 
retarial posture chairs. 


SEPTEMBER 


Adding and_ calculating machines, 
microfilm equipment, and dictating ma- 
chines. 


OCTOBER 


Desk lamps, office lighting 
and visible index units. 


fixtures, 


NOVEMBER 


File cabinets and transfer files. 


DECEMBER 


Executive desks and supply cabinets. 
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eeewhen you use this new 
Kodak photocopy paper 


You'll spot the improvement the 
first time you see your letters or other 
documents reproduced on new, low- 
cost Kodagraph Contact Paper. 

Your photocopies will have a new 
sparkle ... with every detail sharp 
and clear ... in dense photographic 
blacks, clean whites. 

Furthermore, your operator will 
report a big improvement in produc- 
tion, too. She can give you faster 


L— 


eoein your present 
machine 


service .. . with less paper waste, for 
Kodagraph Contact Paper has wide 
latitude and exceptional uniformity 
.. Which eliminates the need for 
split-second timing and _trial-and- 
error testing...reduces “re-makes.” 
Make your next order “Koda- 
graph Contact Paper”. . . and see for 
yourself, It’s low in price... and 
made by Kodak specifically for use 
in all types of contact photocopiers. 


“THE BIG NEW PLUS” IN THE OFFICE-COPY FIELD 


Mail coupon for 
free booklet 


Gentlemen: Please send me a copy of 
duction”. . 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
“< Rochester 4, N. Y. 


“Modern Document and Drawing Repro- 
. your new free booklet giving full details on Kodagraph Contact Paper. 


Name ST - 
(please print) * . 

Company a 

ap “Kkod 

City _ MANS 

State 
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. 
Wartime Systems 
(From page 31) 
mine whether or not there is anything of importance 
for which we must plan. 

What, in the opinion of those who must make the 
plans for each company, is the possibility of present 
world-wide conditions improving—or of their passing 
into the more serious state of total mobilization—or 
eventually into war itself? And carrying that a bit 
further, do we believe that, in the event of war, we 
would be subject to an atomic bomb attack and 
surely wiped out—so why worry about the whole 
thing anyway? In considering this question, we must 
remember that the question is not simply one con- 
cerning the possibility of an atomic disaster. If it is 
decided that further mobilization, short supply of 
raw materials or the like is in prospect, then we do 
have something to plan for. 


DIFFERENT ANSWERS 

This, of course, is strictly a problem for manage- 
ment to decide. Different companies will get different 
answers on this question. However, it is my personal 
opinion that no American business can run the risk 
of continuing beyond the immediate future, without 
havings its long-range thinking and over-all plans 
complete. I also believe that if war does come, after 
it is over there still will be enough of us alive around 
the country to start things up again, no matter how 
badly hit we may be before our armed forces are 
victorious. 


If we assume that the possibility of total mobiliza- 
tion or armed conflict cannot be ruled out, it is 
inevitable that plans must be made in accordance 
with the seriousness with which the threat is viewed. 
When a company’s assets are in danger, it is seldom 
willing to operate without insurance. Therefore, it is 
reasonable to assume that this same thinking will re- 
quire that the cost of a reasonable amount of plan- 
ning and providing against wartime conditions will 
also be accepted as in the nature of insurance pre- 
miums, providing against the possible results of the 
conflagration which we all hope will never occur. 
Although many companies have never had a fire and 
anticipate slight risk of one in the future, they usually 
provide full coverage against fire losses. Accordingly, 
by the same reasoning we should provide full plan- 
ning coverage for this possibility. 

Furthermore, we presume that the extent to which 
this planning will be carried on will be determined 
in much the same manner as is now used to determine 
the required coverage for other insurable situations— 
the type and amount of coverage secured will vary 
with our opinion of the extent of exposure and other 
related factors. 

Now let’s assume that you go along with these 
two ideas—that systems men should carry on or 
participate in top-level planning and that there is 
a need to make plans. What are the first planning 
steps? 

Step one must be the development of a master plan, 
which will identify and define the problems involved 


PLYMOUTH 
RUBBER BANDS 


POUNDED 1896 The Largest Rubberizers of Cloth in the World CANTON, MA ) 
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and set a broad pattern for the action desired. 

Step two should be the establishment of a time 
table to govern the making of the official decisions 
required to activate each part of the plan. 

Step three will be the development of detailed plan- 
ning and the issuance of the over-all written policy 
authorizations to cover it. 

Step four will be: 

1. The origination of all new or revised systems 
and procedures necessary to put the detailed 
plans into effect as the different phases of the 
emergency require. 

2. The writing up and approval of standard prac- 
tice instructions to implement the new systems. 

3. The formulation of a “preparation and action 
time table” under which the various segments 
of the over-all plan will be held in abeyance 
and put into effect automatically, as certain 
situations are encountered. 

(Concluded in February issue) 


Forms Control 
(From page $5) 

One of these is the avoiding of duplication of in- 
formation and wasting of effort. 

There is always the possibility that when new forms 
are being created space will be provided to record 
data which is already available on other forms or 
from other sources. This not only increases the cost 
of the form, in that more space is required on the 
form to record such information and therefore a larger 
form is needed, but time and money represented in 


the labor of preparation is wasted. During the past 
several years at certain of our locations some cost- 
saving methods have been put into effect through 
the use of specially designed forms and by improving 
the design of existing forms. 

A modification was made, for instance, in the de- 
sign of a cash receipts listing form which enabled us 
to eliminate the preparation of a somewhat compar- 
able form, the advice of credit-debit, when used for 
certain posting and distribution functions. The sav- 
ings derived, represented by the value of the forms no 
longer used, not only amounted to several thousand 
dollars per annum but the savings in the labor re- 
quired to prepare the forms was estimated to be of 
considerable significance. Also, the time formerly 
required to prepare the advice of credit-debit was 
very advantageously utilized for other necessary office 
routines. 

SIGNIFICANT BENEFITS 

A modification which was made in the design of 
our snap-out sales order sets did not produce benefits 
as outstanding as in the case of the cash receipts list- 
ing but the changes did produce commendable re- 
sults. Through changes in location and arrangement 
of spaces to record order instructions and other data 
a speed-up in transmittal time was achieved. While 
in this case we were dealing with trivia per order, 
when multiplied by the vast number of orders 
handled during the year the benefits reach significant 
proportions. 

The forms for our one-writing payroll system were 
adapted to meet the requirements at one of our loca- 


The Combination gives a per- 
fect sheet of Car’ for this 
extra hard use. The percent- 
age of saving is surprising. 
Send for samples. No obliga- 
tion whatever. 


Kee Lox Manufacturing Co. 
Rochester 1, N. Y., U. S. A. 
Branches in Most Cities 
e 


A Few Districts in Foreign Countries Still Open 
for Exclusive Distribution. 


KEE-LECTRIC 


A NEW CARBON PAPER 
Astonishing Wear with ELECTRIC MACHINES 


Again we help the Public save on Supplies. 
first to meet a positive Necessity in our Industry. Regular 
Carbons have been wasteful when used on Electromatics or 
machines with a sharp electric snap stroke. 


The NEW Kee Lectric Carbon is built up with Tissue Spe- 
cially made for the above machines then coated with a New 
Scientific coating for wear and cleanliness. 


KEE |x, 


Kee Lox is 


l kee Lox Mfg. Co. 
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Rochester 1, N. Y., U. S. A. | 
| | 
Yes, Please send Free Samples. No obligation. 
| a eer Oak ks de ee eae hoe ee ! 
| Firm: bigtdn Biaalti Te CT ee ee 
; oom A Asaldis pile ned nese fain olor ceil ae Se ee ce | 
* ee ee ee eo | ] 
[ Signed: Ee re eee an ed ees Pee ey 
esa eee eee ee ee ee 


OFFICE MANAGEMENT AND EQUIPMENT 65 


a Kee Jectric 
~ \ 4 : 
\Sic 
» wt a, 
> — 
ons Ms oe... —_ ian e 
Bh ee _ i gic ? 
4 es TYPEWR TERS: 
Secpasie e ge 
‘ en 
a as a 


tions which had formerly accomplished each phase 
of the payroll operation as an individual operation. 
The preparation of the payroll journals, the earnings 
records, and the payroll checks were all combined 
with the adoption of the one-writing system. The 
time required for payroll preparation was not only 
materially reduced but the form costs were reduced 
and several forms were eliminated in their entirety. 

While this application was not necessarily a com- 
plicated one, it did yield very significant benefits. 

Another essential factor is familiarity with clerical 
operations and procedures. 

A knowledge of how the form will be used is 
necessary to achieve not only an efficient form but an 
efhcient routine. This will also permit the issuance 
of adequate instructions to the “performing person- 
nel” and eliminate waste and inefficiencies. Figures 
or statistics should not be compiled or recorded which 
are not needed or not being used. It is our opinion, 
and well worth emphasis, that careful attention 
should be given the “labor of preparation factor” in- 
herent in every form, because the labor cost in pre- 
paring and handling the form can be many times 
greater than the form cost. 

A third factor to be considered is clerical efficiencies. 

Forms should be designed with a view towards 
clerical eficiency by avoiding waste of motion or lost 
motions on the job during form preparation or 
utilization. Work routines should be continually re- 
viewed to eliminate unnecessary operations and we 
should also strive to make essential routines as easy 
of accomplishment as possible. This will save time 
and in many instances very precious time, of which 
there is seemingly so little, especially at the end of 
the month when statements and reports are needed 
at the earliest possible moment. 

In conclusion, I would like to remind you, that at 
\the present time, more than ever before, many com- 
‘panies are plagued with requests from both within 
.and without the organization for more information. 
| These requests result in the creation of additional 
reports and the number of reports prepared seemingly 
grows and grows. In view of this situation, more 
attention should be given to the forms employed and 
|the office routines followed in preparing such reports. 
| Effort expended in this behalf is bound to pay divi- 
\dends in the long run. Any program which will assist 
\in the control of forms and which will permit us to 
jachieve office economies, deserves our immediate at- 
| tention. 


GUARANTEED 
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ELECTRIC (D-26 EAU) 
TWIN - CYLINDER 
STENCIL DUPLICATOR 


Also Hand Operated Models from $136.50 


, _ No Other Stencil Duplicator — 
| Has All These Amazing Features 


AUTOMATIC INKING—Ink fed to any section of print- 
ing area without stopping machine. 
© CHANGE COLORS IN 3 MINUTES—No extra drums re- 
quired. No messy feltpads. ; 
© HAIRLINE REGISTRATION assured by double action 
paper feed. ; 
© PRINTING AREA-—a full 814x1314"— our special models 
take double legal size. : ; 
© INDEX CARDS and folded sheets printed with uniform 
accuracy. 
BUILT IN AC-DC Universal Motor. 
COMPACT —Occupies only 3 cubic feet. 


— RexRotacy — 


DISTRIBUTING CORP. 


Distributors: 


ton—Nettle Office Equip. Co.; Cincinnati—Willenborg Staty. & 
Pas. Clestiand—Alpine "Rabon & Carbon Co.; Detroit—Buckland 


Training Trends 


(From page 39) 

|know where their little contribution fits into the 
larger service that you are giving to your community. 
| Consider an organization manufacturing medical 
litems. The Abbott Laboratories and Lederle, the 
people who manufacture pharmaceuticals—look at 
their house organs. Here they have girls who stand 
day after day just putting labels on bottles, and they 
dramatize this by saying: “We are not putting labels 


128 West 23rd St. 
New York 11, N. Y.| 


Van Wald; Kansas City, Mo.—B. J. Hotz & Co.; Minneapolis—Roy 
Chase Co.; Philadelphia—Rex-Rotary Distributors; Teaneck—Linn Bus. 
Machines; Washington—Amer. Typewriter Co.; Canton, Ohio—Mimeo 
Sales & Service. Several territories still open. 
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on bottles; we are healing the sick. We bring happi- 


ness. We are sending streptomycin to places all over 


'the world.” 


(To page 68 
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Sanitouch 
Moistener 


entire Sengbusch famil 
of Time-and Money Saving a 


Beautiful Handi-Pen desk sets for easy, effortless —— Ideot 


writing. A complete line of moisteners to fit any need. as Office a ; oe 


4 


Time-saving Kleeradesk. Heavy-duty Cata-RacK for 
catalogs and books. All these aids and more too make 
up the Sengbusch line. 

Sound design and attractive styling make them easy 
to use. Your office workers get more work done with 
greater speed and greater neatness. 

This improved efficiency is easy to obtain. Just ask 
your stationer for the complete Sengbusch line. It is 


attractively priced — saves you money as well as time. No-Over-Flo 


Sponge Cup 


Kleradesk ~ 
(Steel and 
Steeless) 


SELF-CLOSING INKSTAND CO. , 111 sengbusch pidg. * Milwaukee 3, Wis. 


Apece 28,000th point Compare the points!** 


Unretouched photographs** show 
Apsco’s amazing sharpening superi- 
ority. Compare the points and see for 
yourself why it pays to buy Apsco. 


30.000 SHARPENER TEsT 


Brand “A” 
25,000 9,000th point 
22.906 
New APSCO vacuum clamp 
Now you can mount your sharpener 
on metal files and cabinets without 
screws or marring. Holds any APsco 


sharpener securely in any position. 


Buy on performance 
Your pencil sharpener dollars buy 
MORE when you specify APsco. 
There’s an Apsco sharpener for every 
need of office, home or school. See 
your Apsco dealer, or write for liter- 
ature describing Apsco line. 


(7 COSTS LESS... 70 Bll THE BEST! 


AUTOMATIC PENCIL SHARPENER CO. 
336 NO. FOOTHILL ROAD, BEVERLY HILLS, CALIFORNIA 
(Offices also in Rockford, IIl., and Toronto, Canada) 

Please send literature and name of nearest Apsco dealer. 


Impartial Laboratory Tests* Prove 


Apsco gives you 2', 
times as many points! 


Exhaustive tests by independent laboratories* prove that | 

Apsco pencil sharpeners are your best buy. And here’s why: | 

* Apsco sharpens 2'4 times as many points! 

« Apsco sharpens more points per pencil! 7 
| 


* Apsco sharpens a perfect point every time! Nome Title 
* Apsco saves up to 70% of cutter replacement costs! Company 
Apsco gives you all these plus advantages at no extra cost! ee Zone 
*United States Testing Co., Test Nos. 89388 and E-756; City State 
** Pittsburgh Testing Laboratory, File No. 32999.1 A ems ae cee ce ee ee ee ei Gee ee ee ee ee ee oe 
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finest checking and 
marking crayon made! 


<@MM WASHABLE SILK CRAYON 0.295 [et 


rrerncmmeed reawanenr 


| WA NOT nue on 


MATERP ROOF 


SPECIAL CRAYONS FOR EVERY USE 
AND EVERY KIND OF SURFACE 


There is a Staonal for marking Boxes, Crates, Bundles, 
Paper Parcels, Shipping Tags; for China, Glass, Cellu- 
lose, Plastics, Tin, Metal, Textiles, Leather, Wet and 
Dry Lumber, Rubber, Paper; Oily, Wet or Dry Sur- 
faces; for use in Bowling Alleys. 


All are free from grit, waterproof and permanent, or 
washable, as required. Made in a wide variety of 
types, shapes and colors for every imaginable marking 
purpose. Packed one dozen sticks in a box, one gross 
in a container. 


No. 2 is the outstanding crayon for general 
marking, express packages, shipping containers, etc. 


Gold Medal Products 


Lead on Merit 


BINNEY & SMITH CO. 


41 East 42nd Street, New York 17, N. Y. 
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(From page 66) 

Remember the anecdote about the man who walked 
over to a bricklayer and asked, “What are you doing?” 

“I am laying bricks,” he said. 

He walked over to the next man, and asked, “What 
are you doing?” 

“I am building a cathedral.” 

It is important to show people where they stand in 
the entire scheme of things. 

No. 3. Fair treatment: 

In order to motivate people, you want them to feel 
that they receive fair treatment in such things as pay 
policy, promotions, awards, praise. They want to be 
considered as people with integrity, and let’s try to 
avoid adding to the symbols of status. This isn’t 
something that management suggests, but every or- 
ganization has many of these symbols which stand 
in the way of our working together. The fact that 
your name is in the telephone directory and mine 
isn’t; the fact that you have a key to the washroom, 
that you have a carpet on your floor; the fact that 
office people consider themselves on a different level 
from factory people; the boss that you work for— 
whether you are the secretary to the vice-president 
or just the secretary to somebody in the purchasing 
department—all these symbols tend to draw us apart. 

No. 4. People want emotional security: 

They want to know what is going on. They don’t 
want to learn from the elevator operator. They are 
on the team, and they expect you to trust them. Why 
not tell them what is going on? They are liable to 
show you that what you are doing doesn’t seem to fit 
in with what has already been done. 

This matter of communication should run up and 
down the line. We see flow charts of every line of 
authority going down from the president—everything 


| down. When we go to school, teachers stand on plat- 


forms and talk down at you. You sit there and you 
try to absorb it. It is about time that we began to 
realize that this channel of communication can work 
as a two way conduit. 

No. 5. People want economic security: 

I purposely leave that for the last when I talk about 
these things. I think it has been overstressed. That 
doesn’t mean that I don’t believe you ought to give 
decent salaries to people. You should! But don’t 
overstress economic security at the expense of some 
of these things that we have been talking about. Too 
long have we thought that all you had to do for a 
man was to put $5 more into his envelope and he 
was your man. -Many of the things a man wants can’t 
be bought with money—such things as a_ pleasant 
good morning. You can’t give him $5 extra to heal 
hurt pride. 

This matter of economic security, of concern for 
the distant future, for the pension age, I think is 
often overstressed. It has a tendency to lull people to 
sleep. It has a tendency to use up our energies toward 
the future at the expense of reaching realistic goals. 

It is odd to note that companies having the highest 
pay scale for work in their particular industry have 
strikes on their hands. Why? Because they are not 
paying enough attention to these psychological needs 
at the expense of economic security. 


(Second article in February issue) 
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NO WASTE WORDS ... 


Story 
SHORT! 


Use... 


SF 


One-Time 
Carbon-Interleaved 


FORMS 
For SPEED... 


ACCURACY... 
ECONOMY 


in office and factory record-keeping activity. 


@ 
TAILOR-MADE ... to meet 
your special requirements. 
Snap-Easy Sets * Continuous Forms 


Fold-over Statement Forms. 
oS 


Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a SnapSasy- 
SOLD THROUGH DEALERS 


For Prompt Quotations, Write Today! 


; Arthur J. Gavrin Press, Inc. 


a ac DEPT. M, GAVRIN PRESS BLDG. + — 


New Rochelle + New York 
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HowTo ROLL DOWwW 
OFFICE EXPENSES! 


‘t can be done ...on Bassick Casters 
and Rubber-Cushion Glides! 


For example, try putting smooth- 
rolling, easy-swiveling, ball-bearing 
Bassick “Diamond-Arrow” Casters on 
squeaky old equipment. That may be 
all the modernizing it needs, and you 
save the fuss of buying costly new 
equipment. 

You cut waste labor, time and nerve 
strain by making things as portable 
and noiseless as possible. It may pay 
you to list all the business machines, 
chairs, etc. your people move a lot, 
and have Bassick Casters and broad- 
based, smooth-sliding Rubber-Cushion 
Glides installed. Bassick-protected 
floors last longer, save on maintenance 
and replacement costs. 

We'll be glad to send you complete 
information, and the name of a con- 
venient local source of supply. 

THE BASSICK COMPANY, Bridgeport 2, 
Conn. Division of Stewart-Warner Corp. 


In Canada: Bassick Divi- 
on sion, Stewart-Warner- 
f _ 
5 


Alemite Corp., Ltd., Belle- 
ville, Ont. 
2, 


Bassick’Diamond- 
Arrow"’ Casters No. 
9696. 2 in., soft, rub- 
ber-tread wheel. For 
all types of office 
chairs, etc. 


BassickRubber-Cush- 
ionGlides. Broad, flat, 


polished, hardened- 
steel base makes fur- 
niture slide easy. 
Inexpensive. Easy to 
attach. 
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THE FEDCO LINE 
of 
FIBRE TRUCKS 


Speedy Hand Transpor- 
tation in Factories, 
Warehouses, Mail 
Rooms, Stock Rooms. 
Construction 


Vulcanized Fibre 
Dried Hardwood 


* 4a 
FEDCO TOTE and MILL BOXES 


Made to Your 
Specifications 
Designed for Handling, 


Sorting and _ Storing 
Parts and Materials. 


Combine Light Weight 
with Durability and 
Strength. 


Write For Full Information On Fedco Line 


Bainbridge, Kimpton & Haupt, Inc. 


218 Greenwich St. New York 8, N. Y. 


units—spirit carbon papers , .. every- 
thing you need for Spirit tdirect process) 
“duplicating. 


Yes, all under one name HEYER . . . a quality prod- 
uct to give you clear copies . . . everytime 
. ..fegardless of make or model of your 
duplicator. 


Write for 
Complete Catalog 
Offered by Leading Dealers Everywhere 


THE HEYER CORPORATION 
1848 South Kostner Avenue * Chicago 23, U.S.A. 
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e e 
Developing Executives 
(From page 37) 

Consequently he encourages departmental transfers 
for broadening experience. A member of the account- 
ing department, for example, may go to the sales de- 
partment or gain experience in office management, or 
a purchasing officer may take over general manage- 
ment responsibilities. Transfers in every case are 
planned to give the worker a complete picture of the 
company’s activities and the relation of each depart- 
ment to the whole. 

There are monthly meetings of foremen, chief 
clerks, and superintendents from the company’s 
plants, so that these managers may have up-to-the- 
minute information on policies and plans. At these 
conferences, different executives tell how the work 
of their departments relates to the entire business. 
Division presidents, meeting several times a year, 
bring one of their head people and a junior, for 
discussion of current problems. 

As individuals are exposed to different phases of 
the business, Mr. Given makes certain that their 
initiative is encouraged and that they have authority 
to decide and act. Incentives are made adequate, 
essential in developing executives, he holds, by pro- 
moting from within the company ranks. 

When the developing executive becomes a full- 
fledged member of management in this company, he 
continues to grow. Through his own broad education, 
furthered by “association with his seniors of every 
rank,” he has learned to appreciate the potentialities 
of men just beginning the climb and lends his efforts 
to developing them. Thus he also increases his own 
efficiency and growth. 

The philosophy translated into action all along 
the line that makes Brake Shoe the dynamic organi- 
zation that it is, constantly receptive to the new and 
untried in office or plant, might be aptly summed up 
in Mr. Given’s own words. Effectiveness, in his belief, 
“depends on continuous effort throughout the work 
life to learn more and to keep current with the end- 
lessly changing conditions which must be met.” 


Payroll Taxes 


(From page 44) 
2. It would reduce the cost of administration to 
both the employer and the state. 
To summarize, I leave with you these suggestions: 
1. Include employees’ federal old age tax in the 
withholding tax tables and handle as a single 
tax. 
2. Provide space on the federal income tax return 
for taxpayers to report their own old age tax. 
3. Repeal the federal “Excise Tax on Employers 
of Eight or More Individuals.” 
4. Discontinue quarterly reports of wages earned 
Form SSlb) both federal and state. 
For state unemployment insurance purposes, set 
up a method of promptly reporting new em- 
ployment and terminations. 
Let me express the hope that you will all use your 
best efforts to get the employers’ payroll tax collec- 
tion job reduced to its proper proportions. 
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National Office Management 
Association 
“BETTER MANAGEMENT THROUGH THE OFFICE" 


Announces _the 


ALL PURPOSE 
BUSINESS SHOW 
for 1951 


71st Infantry Regiment Armory 
Park Avenue at Thirty-fourth St. 


NEW YORK, N. Y. 
MAY 21-22-23, 1951 


Held in Conjunction with 


NOMA’'S 


32nd International Conference 
Annual Office Machinery 
and Equipment 


EXPOSITION 


The Following Manufacturer Repre- 
sentative Groups are Cooperating 
Wholeheartedly with NOMA to 
Make This a Complete Showing of 
the Industry. 


Office Equipment Manufacturers Institute 
Metal Business Equipment Industry 
Wood Office Furniture Institute 


Floor Plans and Information May Be Obtained 
by Writing 


A. C. SPANGLER 


National Office Management Association 
132 W. Chelten Ave. Philadelphia 44, Pa. 
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GOT THESE OFFICE 
PENCIL WOES? 


7 IN 


WEAK LEADS... 


= TEX iNSOLUBLE © 1818 CARMINE | 
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GRITTY POINTS... 
that scratch and "catch"? 


ECOLOR 


3 


Ts 
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MESSY ERASERS... 
that smear and smudge? 


Convert All These "Trials" 
Into Satisfied Smiles 


Give your Office Personnel 


GEN ERAL’S “Carbo-Weld" PENCILS 


Extra-Smooth - Extra—Strong 


Semi-Hex Office Pencil 5 degrees: No. 1-2-2 2/4-3-4 
Color-Tex 
Thin Lead Colored Pencils 
(Wet-Proof) 
In sets of 12 and 24 assorted brilliant colors 


ORDER THEM FROM YOUR DEALER 


Haters off Wine Fawstle siwvce (FFF 


GENERAL PENCIL COMPANY 


67-73 FLEET STREET, JERSEY CITY 6, N. J. 
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No USE 
LOOKING, 
OSCAR 141. YOU 


CAN'T SEF My 
PAYCHECk 
RouGH THIS 


COMING EVENTS 


ie 


Eliminate Errors — Save Addressing | 


No mix up of checks. Name written only once—on the check. 


INSURE PRIVACY. Paycheck “Outlook” Envelopes are | 
made from exclusive blue opaque paper. Nothing is visibie 
except name on checks. 


TAILOR MADE FOR YOU. Paycheck “Outlook” Envelopes 
are made any size, with the “Outlook” feature of a size and 


position to register with only what you want to show on your 
checks. 


Send us check you are now using and we will submit 
sample Paycheck “Outlook” envelope and prices based 
on your estimated yearly requirements. 


\ 


eS Cc): 


lopes. Est. 7 


nators of “Outlook? 


COULOATAL CARBON COMP AVY 


Manutacturcrs of Fincr Duplicating Matcrials 


5150 Church St., Skokic, Ill. * Tclcphone Skokic 4258 
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National Educators Association........ February 17th-20th 
American Assn. of School Administration Convention 
Atlantic City, N. J 


Office Management Association of roe ag 
February 26th-March ist 
1951 Office Equipment Display & Seminar 
Stevens Hotel, Chicago 


National Office Management Assn....May 20th-23rd 
32nd Annual Conference & Equipment Exposition 
7ist Regiment Armory, New York 


Life Office Sega Association. .May 21st-22nd 
pring Conference 
Mayflower Hotel, Washington, D. C. 
American Association of Railroads. .June 11th-14th 
5th Annual Convention— Accounting Division 
Hotel Biltmore, New York 


Life Office Management Assn...September 24th-26th 
Annual Conference 
Edgewater Beach Hotel, Chicago 


American Management Association— 
Divisional Conferences 


General Management............. January 15th-18th 
Biltmore Hotel, Los Angeles 
WUE 6 ohooh ks tcc wns aee Yebruary 26th-28th 
Palmer House, Chicago 
Ee rr ey ere March 12th-13th 
Waldorf Astoria, New York 
I eee Tere March 26th-27th 
Waldorf Astoria, New York 
IN as she os ow achite kn cigs tamed April 17th-20th 
Auditorium, Attlantic City, N. J. 
NE Sin Gs artenagecind sted May 14th-15th 
Statler Hotel, New York 
General Management................... June 7th-8th 


Waldorf Astoria, New York 


PEOPLE IN THE NEWS 


Phillip M. Zenner was recently elected president of the 
McBee Co., Athens, ©O., succeeding his brother, D. R. 
Zenner, who died December 5th. Other officers elected 
include H. C. Davis as executive vice-president, and B. 
F. Cutler, who, in addition to being reelected treasurer, 
was made a vice-president and member of the board. 


Fred M. Farwell has been named executive vice-president 
of S. C. Johnson & Son, Inc., Racine, Wis., makers of wax 
and allied products. Mr. Farwell, who is resigning as 
vice-president of International Business Machines World 
Trade Corp., will assume his new post in Racine on April 
lst. Another appointment announced by the Johnson com- 
pany is that of Hamilton Croft, acting general manager, 
to head the company’s newly-created international divi- 
sion. He will have the title of international vice-president. 


Dudley H. Mills, chairman of the board of the Discount 
Corp. of New York, has been elected to the board of di- 
rectors of the Underwood Corp., 1 Park Ave., New York, 
according to a recent announcement made by Phillip D. 
Wagoner, chairman of the company. 


D. E. Loushay has recently been appointed to the presi- 
dency of the Roberts Numbering Machine Co., 700 Jamaica 
Ave., Brooklyn, N. Y., the company states. Mr. Loushay 
came to Roberts from Great American Industries where 
he was general manager of the Linn Coach & Truck di- 
vision at Oneonta, N. Y. 
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Most Useful 
Items In 
Your Stock 
— and 
Therefore 
One of the 


5 — 1— ——— -1 ——_ 


MOST ECONOMICAL 


ACCOPRESS 
BINDERS 


Some firms use thousands of Accopress Binders 
every year—because there is no department 
where they are not useful. For temporary or 
permanent binding, for current files or long 
storage, for a few letters or 2,000 invoices, 
Accopress Binders keep all kinds of papers safe 
at minimum cost. 


See your Acco catalog for styles. 


ACCO PRODUCTS, Ine. 
Ogdensburg, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 


a a» The one and only 
_ Artgum brand! It’s the 
_ best! Look for the name! 


| 
| THE ROSENTHAL CO., 45 EAST 17th STREET, NEW YORK 3 


i Available 


1951 
SERVICE and FULTON 


DATERS and NUMBERERS 


Carry a full line of these 
deluxe items 
Prompt Shipment of 
DeLuxe and Special Business Outfits 
r Sign Making Kits 
New, Improved Dri-Kwik Stamp Pad and Ink 
Fulton Stamp Pads and Ink 
Special Rubber Stamp Inks 


Complete Line of Crown Self-Inkers, 
Daters and Numberers 


Write for Catalog 


< For Any Mailing List Used 3 Times or More 
Master 


_Addresser 
MODEL 40-H 


No Stencils 
No Plates 
| No Ribbons 
No Ink 


Save money the 
THIRD time you 
mail (as compared 
to typing individual 
envelopes) by using 
the Master Addres- 
er system. 


Simply type the list on a paper Master tape in your own office. 
Master tape will address envelopes, cards, or folders as many 
as 50 times over a period as long as three years. You pay 
for materials the second mailing—you save money the third 
time. 


There’s a big saving in Master Addressing lists that are used 
only 6 or 8 times—lists on which you can’t afford to employ 
other mechanical methods. Inexpensive Model 40-H machine 
pictured above is foot operated, will produce 2000 addressed 
envelopes per hour. Write for further information, and name 


*Fuclton MARKING EQUIPMENT (0. 


82 Fulton Street, Elizabeth 1, N. J. 


of nearest dealer. 


fleur rhdecauce C2 


6500-M West Lake St., Minneapolis 16, Minn. 


~ 
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TWIRLIT 
DOES IT! 


as no paper punch 
can! 


drills 
holes in 
V2" thick 
paper 
all at one time! 


pace between holes easily ad- 
foatable for accurate center to 
seer distance from 1%” to 


sheets, %” bound 


PRECISION ADJUSTMENT. 
Etched rustless scale and ruled 
LEAN THROUGH. No side guide makes centering easy 
wrinkled papers, chewed edges, and exact. Insures uniform 
Accurate and clean margins. 
DURABLE, ATTRACTIVE. Hol- 

TWIRL DOES IT. Mh mh ne om low heat treated, steel cutters, 
ing. punching, squeezi pres- razor edge cutting lip. Cast 
co tomuees, A few light turns iron body finished in attractive 


drill 300 baked enamel. Fittings of 
WIDELY ADAPTABLE. Inter- smart, rustproof nickel. Rubber 
changeable and detachable heads feet. Beautifully packaged. 
as shown. Other models and capacities. 
Mitchell AERA Corporation 
148 Matthews Wi RLIT Avenue 
Hagerstown ew, Maryland 


CLASSIFIED ADVERTISING 


Rates are I5c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


Help Wanted—Male 


BRANCH MANAGER WANTED—Leading steel office furniture manu- 
facturer desires applications from men ex! selling equipment 
= a na accounts and with ability to train oe direct salesmen. 


Position Wanted—Male 


PERSONNEL ASSISTANT, M.A., desires eer in in personnel. 5 years’ 
experience wage and salary a istration, job aualzsie, evaluation and 
statistics. Married, 28, responsible. Re-locate. OM-85. 


ASSISTANT SALES—Advertising Manager: Over 11 years experience 
administrative capacity handling technical correspondence, sales-production 
liason. system supervision. Four years successful sales promotion for 
manufacturer through dealer/distributor outlets. OM-87. 


Employment Service 


SALARIED POSITIONS, $3, a gr oe If you are gmaiioting 2 
new connection, communicate with the undersigned. We offer 
original personal employment service (40 years recognized standing Ln 
reputation). The precedure of highest ethical standards, is individual- 
ized to —_ personal requirements and se overtures wii 
initiative our part. Your identity is covered esent position 


and pr 
rotected. ite for particulars. R. W. Bixby, Inc., 392 Dun Bidg., 
uffalo 2, New York. 


QUALIFIED MEN whose earnings have been $3,000 and up. This 


RACKS 


MORE SALES 
FEATURES 
MORE SALES 


Led by architects and 
office planners the trend 
is to Office Valet ward- 
robe equipment. By 
keeping wraps dry, aired 
and open to germ killing 
light this modern steel 
equipment helps prevent 
spread of epidemics and 
resulting absenteeism. 
Keeps wraps “in press” 
helps employee morale, 
saves floor space, fits in 
anywhere, ends locker 
room evils. 


Widely advertised in gen- 
eral business, institution- 
al and trade magazines, 
this line offers an almost 
unlimited opportunity 
for offices, factories, 
schools and institutions. 


Write for 
Bulletin 
0.V.-4 


VOGEL - PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Ill. 
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exchange, now in its 19th year of service to high-grade 
men, on Fe in individualized versonal service, in opening contacts 
and n ting for satisfactory salaried positions. Eugene L. 

2220 . Grace St... Richmond, Va. 


BUSINESS ADM.: For Profs. Advertising, Accounting, Magt., Mktg., 
Retailing, etc. Master-Doctors Degrees haagee Universisien "Salaries 
to $7,000. Cline Teacher’s Ageney, East Lansing, Mich. 


For Sale or To Buy 


WANTED—AIll makes calculators and adding machines. State make, 
model, serial number and adding capacity. + <a Office Appli-. 


ances, Inc., 29-31 East 224 St., New York 10, N 


KARDEX, ACME, all makes used visible filing equipment. Thousands 
of reconditioned cabinets, panels, books, always on hand. Special service 
and prices to dealers for purchase or sale. Get our quotations. Chas. 
Nathan, Inc., 548 Broadway, New York 12, N. Y. 


BURROUGHS, MOON HOPKINS, Elliot-Fisher, Remington Account- 
ing Machines, and everything in the office machinery line. State model, 
serial number and we will quote highest cash prices. International Office 
Appliances, Inc., 29-31 East 22d St., New York 10, , - 


USE THE WANT AD COLUMNS 
TO SATISFY YOUR WANTS 


To fill a job (permanent or temporary). 

Need a high calibre man for that specialized 
position? 

Would you like to sell or buy used ‘office 
machines? 


You will find these columns a quick medium 
to solve your problems. 


~ See listing at the top of this page for rates. 
OFFICE MANAGEMENT 


and Equipment 
212 Fifth Avenue New York 10, N. Y. 
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ASSOCIATION NEWS 


Transcription Supervisors Association of New York, 
which met January 8th at Whyte’s Restaurant, New York, 
heard the fourth in a series of lectures given in coopera- 
tion with Cornell University Extension. “How to Know 
About Labor Laws Affecting Office Workers” was the 
title of this particular lecture, and the speaker was Arthur 


Stark, assistant executive secretary of the New York State 
Board of Mediation. 


National Office Management Association, 132 West 
Chelten Ave., Philadelphia, announces through A. C. 
Spangler, director of conferences and expositions, that 
exhibitor space for its 32nd annual Office Machinery & 
Equipment Exposition is nearly sold out. As this is 
written, only forty spaces remain available, he says. The 
exposition will be held at New York’s 71st Regiment 
Armory, May 20th-23rd. Conference headquarters will be 
at the Commodore Hotel. 


At the 2lst annual meeting of the Association of Con- 
sulting Management Engineers, held recently, the follow- 
ing officers were elected: Horace G. Crockett, McKinsey 
& Co., president; James Allen, Booz, Allen & Hamilon; 
Arthur B. Dougall, Steward, Dougall & Associates, and 
David A. Uebelacker, Ford, Bacon & Davis, Inc., vice- 
presidents; David S. Loudon, George S. Armstrong & 
Co., treasurer, and Nathaniel W. Barnes, executive sec- 
retary. 

Serving with Messrs. Allen, Crockett, Dougall, and 
Uebelacker on the 1951 directorate will be: W. V. Burnell, 
Stone & Webster Corp.; E. O. Griffenhagen, Griffenhagen 
& Associates; A. M. Lederer, Morris & Wormer; H. B. 
Maynard, Methods Engineering Council, and N. M. Per- 
ris, Stevenson, Jordan & Harrison, Inc. 


The Life Managers Association, 60 East 42nd St., New 
York, recently honored Harry Gardiner, senior genera! 
agent, John Hancock Mutual Life Insurance Co. at 2 
testimonial dinner. Some 400 life insurance men, presi- 
dents and other officers of companies, attended the affair. 
Mr. Gardiner recently accepted, in behalf of his company, 
an honorable mention award won by the Company, at 


OFFICE MANAGEMENT & EQUIPMENT's “Office of 


the Year” Awards presentation in New York. 


Office Executives Association of New York, at a recent 
meeting of its board of directors, elected Earl C. Bunce, 
General Dyestuff Corp., as vice-president in charge of meet- 
ings and membership. Mr. Bunce succeeds Homer Har- 
rison, who has been appointed executive vice-president 


of the OFA. 


National Association of Cost Accountants announces that 
its 1951 conference will be held at the Palmer House, Chi- 
cago, June 24th-27th. This will be the 32nd annual inter- 
national cost conference held by the organization. Chair- 
man of the technical program committee is I. Wayne 
Keller, Armstrong Cork Co., Lancaster, Pa. 


A board of directors to serve the newly-formed Young 
Presidents’ Organization, New York, until regular elec- 
tions can be held, was recently announced by Ray Hickok, 
president, Hickok Mfg. Co. Named, in addition to Mr. 
Hickok, are Richard Sellars, Ethicon Suture Laboratories, 
New Brunswick, N. J., and Roger Kenna, Marlin Fire- 
arms Co., New Haven, Conn. The group’s address is 205 
East 42nd St., New York. Mr. Hickok is the first presi- 
dent elected by the YPO. 


The Records Management Association of New York, 
meeting at the Hotel Martinique, January 8th, heard as 
euest speaker, Wi R. Seaberg, branch manager, Art Metal 
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Construction Co. His subject was “The How and Why 
of Record Keeping.” A display of Art Metal files and 
otice furniture was later visited’ by the members and their~ 
guests. The Association treasurer reports that at a previous 
meeting, a check for $1,005.74 was presented to the New 
York Infirmary. This sum plus monies previously donated 
by the RMA, will be used to furnish a control room at 
the Infirmary. 


The RMA announces that it is sponsoring a training 
course in basic filing and record keeping, one which will 
cover instructions in alphabetizing, systems, routines, trans- 
fer methods, microfilming, practice work with actual let- 
ters, and field visits to records departments. 

Mrs. Alva R. Menzies, former Columbia University 
teacher, will conduct this course at the United Engineer- 
ing Trustees Building, 29 West 39th St., New York, from 
February 6th through Miay 22nd. Full details from the 
Association headquarters at 299 Madison Ave., New York. 
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CHART Ly TIME AV ferinngereh ae \ 


TIME"— on amazing time 

calculator chart which 

saves you 75% time over 1 j 

other methods. POST- “ f 
/ 


WORKS FULL [> TIME 
TO SAVE » TIME : 
FIGURING D> TIME | fs 


[)*cmA $2 for your copy to 


“short time: witht “CHART 3 


“CHART TIME” 
Box 2442 Custom House, New Orleens 16, Le 


440—73d St. 


“K-LINE” Self-Locking Posts 


POLISHED ALUMINUM 


The most efficient and economical! 
binding posts obtainable for use . 
conjunction with various types of 
STORAGE BINDERS. 

Lengths: 1, IY, 2, 2M, 3 and ad a2" 

Expansion up to 7'/2 inches 

Extension lengths and Posts with re- 
movable heads are also eveailable. 
Prices with full details on req 


Distributors Canadian Distributors 
GANE BR BROS. -_ — Inc, oor LOOSE LEAF, Ltd. 
| Charlotte Street 
i ph 4 Cue ‘jon . 


W. R. KLINE CO. 


Brooklyn 9, N. Y. 


Are Your Guide Tabs 
BROKEN? Cut them off and Ry; i if 


Unbreakable Substitute with 
Spring Jaws 
clamp them firm- 
ly to cards but 
permit removal or 

rearrangement. 


Large openings covered by transparen 
pyroxylin, white, blue, green, yellow, 


nk or red. 
{insertable labels in perforated strips for typing. 
2 Sizes, 1 in. wide, and 2 in. Tops ——— or bent back. 
Sold by leading stationers, U. S. and foreign, or sent —_ 
paid to responsible firms on 30 days’ trial. Price list free 
Samples (5 or less) 2 cents each. 
102.325 used by Sears, Roebuck & Co. 


CHAS. C. SMITH, Manufacturer Box 804, EXETER, NEBR. 


OFFICE MANAGEMENT AND EQUIPMENT 75 


Ds 
_——— 
a | 
ee 
| -—<CSCSC 
—_ 
a. ke 
2 eee 
ee 


SHAPES AND STYLES 


Save WORK 
TIME 
TEMPERS 
MATERIAL 


The long and short of erasing efficiency lies in the 
all-around savings and clean work of quality-made 
Weldon Roberts Erasers. They come in exactly 
right shapes, styles, sizes and textures to do given 
erasing jobs best. They remove the risk of messy 


erasing with its frequently re-doing of an entire 
piece of work. 


121 ~ELLIPTIC Soft, gray eraser in 
handy elliptical shape for pencil and ink 
erasures on all types of work: typing, 
accounting, drafting, hand-writing. 


930 ENSEMBLE 


Give ome to evety 


thing. 
beveled shape. Soft, 
i pencil rubber 
joined to soft, gray 
ink eraser. For ink, 

il and crayon 


‘Mdvcotiver . Mealex 


A 
Acco Products, Inc....... 73 
Ace Fastener Corp....... 4 


Automatic Pencil Sharpener 
BON. 6 nn e-dciea eens and 


B 
| Bainbridge, Kimpton & Haupt, 
AS ep! 70 
Bassick Co., The ....... 69 
Binney & Smith Co. .... 68 

Cc 
a eT ae 75 
Colonial Carbon Co. .... 72 


Commercial Controls Corp. 6 
Corry-Jamestown Mfg. 


MME 53s 2a's 044 Sek ee 51 
D 
Davidson Corp. ......... 14 
E 
Eastman Kodak Co. .... 63 
Esterbrook Pen Co., The 12 
Executone, Inc. ......... 26 
F 
Faber Pencil Co., Eber- 
OE in ona V a odo ub eee 21 


BM settee cG.ck ise sce 
Pee, TMC. % «i .¢.0.0.0 3s 26 


G 
Gavrin Press, Inc., Arthur 
General Binding Corp. .. 23 
General Fireproofiing Co., 
ERM Se ee 
General Pencil Co. ...... 71 
Globe-Wernicke Co., The. 27 
Gray Mfg. Co., The ... 3 
Ask your office supplies dealer to recommend the H 
Weldon Roberts Erasers best suited to your re- Hamilton Mfg. Corp. ... 15 
quirements. Heyer Corp., The ....... 70 
WELDON ROBERTS RUBBER CO. I 
Newark 7, N. J. Imperial Desk Co. ...... 16 
America’s Foremost Eraser Specialists Invincible Metal Furniture 
BOM, c gaaeset gs 3rd Cover 
Woden Rote Gnraoneand K 
7 y Ay Kee Lox Mfg. Co. ...... 65 
Correct Mistakes in Any Lang MMO AMEEE | Kline Co. W.R. ....... 75 
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M 
Master Addresser Co. ... 73 
Mitchell Corp. :......... 74 
Morris Co., Bert, The ... 17 
Mosler Safe Co., The .... 13 
N 
National Cash Register Co., 


National Office Management 
Assoc. 71 


ee 


Office Management & Equip- 
RR Ee Pees 1 


Outlook Envelope Co. ... 72 


P 
Plymouth Rubber Co., Inc. 64 


R 


Remington Rand, Inc. .... 22 
Rex-Rotary Distributing 
Corp. 


er 


TNE ie ach 4 temic a 


Rosenthal Co., The ..... 73 
Royal Metal Mfg. Co. ... 28 
S 
Safeguard Corp. ........ 56 
Sanford Ink Co. ........ 9 


Security Steel Equipment 
BN. oaks Cae One 

Sengbusch Self-Closing Ink- 
re ai ae 67 


Sheppard Envelope Co.... 26 
Smead Mfg. Co., The .19, 20 
Smith; Charles C... ...... 75 


Sturgis Posture Chair Co. 60 


Taylor Chair Co., The .. 62 


U 


RN GO i. wks te anewe 25 
Underwood Corp. . .4th Cover 


Vv 
Vogel-Peterson Co... .. 74 


¥ 


Yawman & Erbe Mfg. Co. 
2nd Cover 
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Public Safety Administration 


Requires Efficient Filing Service 
aw a 
; 


——— 


{i Courtesy Dept. of Public Safety, Appleton, Wis. 


®@ With an ever-increasing population, and an ever-increasing 
traffic problem, there’s a growing need for processing and 
handling important public safety records. Records that must 
be up to date and speedily available . . . yet safely stored 
when not in use. 

Here’s how one department of public safety has helped 
to solve this problem . . . with INVINCIBLE 3-drawer, 
counter-high steel files. 

Why INVINCIBLE? Because INVINCIBLE steel files 
offer durability plus efficiency with finger-touch compressors 
and a wide choice of drawer arrangements. 

It makes no difference what the problem . . . in business 
or in public service, there’s an INVINCIBLE file specifically 
designed to do your filing job. See your INVINCIBLE dealer 
today. Learn how your filing can be faster and more efficient 
using INVINCIBLE steel files. Write for complete informa- 
tion at File headquarters. 


» Matic 


REG. U. 8. PAT. OFF. 
INVINCIBLE METAL FURNITURE CO., MANITOWOC, WIS, 


Exctustve! 


Concealed Safe Unit is a pat- 
ented feature available only 
to INVINCIBLE users because 
only INVINCIBLE has it! It 


offers security for valuables 
\ and papers in home or office. 


7) 
he a Ne 
im : 
” | 
, y y ne a | 
he ee ae me 
hs apa? a, Be . \ 
i. e eens = 
es wy P. ey Se oa ; 
aes fe - ame vie ; -~ 
a s 4Fe 8” Oe “e Pace et 4 f : » 
: ¥ © ae OS : 4 , he 
oe Y Case $7 ee OT I i ahaa «i ’ Fate : 
| otek a ee . fe 
a “ 2 8 eee. 
er a 7 n P - ‘ :* oe 
“UES 2) Say Bee = oe 
ae ree (—s , a 
; a a pel he ee on | : Je _ *.. : 
an bea : i be A ai? 
ee OS ee . + pe Oe eee, 
é og Jos AS on eS eo o ey “" s : as 2 (ee * } 
Seo Lo ae - at ) ee 
eo eS ee of* | so eo Be 
{ “eed 4¢ aes a - : ‘ i: eee 
i es oy iad poe :: | - , ! P< - a a a * 
I eo a a : be -_ ; Z oo [a 
oy ae “a Ee « s y Pe al 
fo a { Soe 
} ; Cf IS re - wg -)} ae ‘ 
| te ie a _ . ; s hes a? 
ee ee ‘oa ese . < « 4 #e a o . 
_ cae a a : o . << a 
 »  —_ - ee ‘ bed ~ - . 
ee ? M9 7 “a a AR ; - #4 ol — stag 
a _ ae  V Smee * 
ee a ¢ 0 sei 
-{ ~~ 7. o yw Lg X% a : 
ary a - Pie - fs os el 
; rr Fie el a ns. é ‘ 
> « BA ae eel Se Sa 2 * 
et ‘ : ba ie — 
oa E+ aa os Maven ie fe: ae - “ 
ae ee , we S. eee 
i * et Se : ‘ ai Past soe es Fs > sd t 
: at it RR ‘ on Re ‘ aF Yee Oigsg  S i 
| 
‘ 
| 
| 
i “ ™ 
. } ae 
i} ties 
{ 
ae . 
ad > og . 
. ” , 
ae, £ J 
Pe ap 
fps 
———— 
] + 7 


It costs no more to get 


“remnoes 
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Mimeograph Stencils 


,-. for longer runs 
... better visibility 


You, too, will quickly appreciate the 
superior quality of these Mimeograph 
Stencils. They've got to be good 

— and they are good .. . users report that 
with careful handling they have been able 
to reproduce from 5000 to 10,000 copies. 
The velvet finish of these Stencils 

gives better visibility and sharp, clear 

| reproductions. 

They’re extra tough and tear-resistant, 
too... excellent for stylus work. 


Business Relies 
on Underwood Corporation Supplies 


Mimeograph Ink... quick drying, non pes > Carbon Rolls and Paper Rolls . + Carefully 
ing. Readily washed off hands and clothes wit manufactured to exacting specifications for spe- 
only soap and water. cific use on Underwood Elliott Fisher and Under- 


Correction Fluid . . . quick acting . . . does not 

“pin hole” any make of stencil. Packed with 

camel-hair brush and burnisher. Sealed to prevent 
evaporation and waste. 


Hectograph Carbons . . . provide beautiful, 


sharp, clear masters. Eliminate unsightly stains 
on hands and clothing. Not affected 
temperatures or high humidities. 


Correspondence Carbon Papers... five com- 
plete lines . . . each in different paper weights 
and coatings to fit individual rgquirements. 


y summer 


wood Sundstrand accounting and billing machines 
and all other types of office machines. Tally rolls 
are also available in standard lengths to fit most 
makes of accounting machines. 


i Ribbons . . . especially designed for long life 

and yrigtcn | impressions. Made in a variety of 

colors and color combinations . . . in various de- 
grees of inking, and with special purpose inks for 
unusual requirements. 


For ease of handling . . . for clear, uniform impres- 
sions .. . for maximum copies, always insist on the 
Underwood Corporation Supply Line. 
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